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THE  DEPARTMENT  OF  CULTURAL  RESOURCES 


SAFETY  AND  HEALTH  POLICY 


The  Department  of  Cultural  Resources  believes  that  our  most  valuable  assets  are  our 


Resources  support  and  are  committed  to  preserving  the  safety  and  health  of  our  most  vital 
resources...  the  employees  of  the  Department  of  Cultural  Resources. 

We  are  committed  to  accomplishing  this  by  all  reasonable  and  needed  actions  to  ensure  a 


rules  and  guidelines  herein  shall  be  constant  and  mandatory. 

The  employees  of  the  Department  of  Cultural  Resources  are  responsible  for  ensuring  a 
work  environment  that  is  free  from  recognized  safety,  health,  and  environmental  hazards. 
The  primary  consideration  in  every  job  task  is  to  evaluate  the  safety,  health,  and 
environmental  aspects  to  avoid  detrimental  exposure.  To  accomplish  this,  management  at 
all  levels  must  provide  a safe  workplace,  safe  equipment,  proper  materials,  obtain  hill 
knowledge  and  understanding  of  our  safety,  health  and  environmental  responsibilities,  and 
insist  upon  safe  methods  and  practices  at  all  times.  All  employees  will  be  accountable  for 
fulfilling  all  safety  requirements  on  the  job. 

The  success  of  the  safety  and  health  program  is  the  responsibility  of  each  employee  in  the 
Department  of  Cultural  Resources.  We  can  only  ensure  a safe,  healthful,  and  productive 
working  environment  if  we  combine  our  efforts. 


employees.  The  Secretary  and  the  Division  directors  in  the  Department  of  Cultural 


safe  and  healthful  workplace  for  our  employees  and  visitors.  Compliance  with  the  safety 


Department  of  Cultural  Resources 


THE  DEPARTMENT  OF  CULTURAL  RESOURCES 
SAFETY  AND  HEALTH  POLICY  AND  PROCEDURES 


L POLICIES  AND  PROCEDURES 

Purpose 

The  Department  of  Cultural  Resources  (DCR)  believes  that  every  employee  is  entitled  to  a 
safe  and  healthful  workplace.  To  achieve  this  goal,  the  secretary  has  approved  and  signed 
a policy  statement  for  safety,  health,  and  the  environment.  In  addition,  the  secretary  and 
the  Safety  and  Health  Committee  have  approved  specific  health  and  safety  policies  all  of 
which  are  published  and  distributed  as  the  Safety  and  Health  Policy  and  Procedures  for  the 
Department  of  Cultural  Resources. 

In  early  1993,  at  the  direction  of  the  department’s  Safety  and  Health  Director,  a document 
— Guidelines  for  the  Creation  of  A Department  of  Cultural  Resources  Safety  and  Health 
Program  — was  drafted,  approved  by  the  Secretary,  and  accepted  by  the  departmental 
Safety  and  Health  Committee.  This  instrument  provided  for  the  creation  of  a system  of 
departmental  Safety  and  Health  Committees  and  served  as  the  basis  for  the  following 
policies  and  procedures.  Much  of  that  document  is  incorporated  into  the  DCR  program. 

The  following  information  lists  requirements  and  how  they  are  accomplished  for  specific 
aspects  of  the  DCR's  overall  safety  program  in  conjunction  with  safety  and  health  policies. 
The  material  herein  is  written  to  group  specific  program  elements  in  a way  to  facilitate 
communication  of  these  elements  to  employees  and  managers. 

Scope 

These  requirements  and  procedures  shall  apply  to  all  DCR  employees.  Individual  safety 
operations  procedures  for  specifically  designated  DCR  sites,  buildings  and/or  functions 
(e.g.  Reed  Gold  Mine,  Underwater  Archaeology,  etc.)  are  not  contained  in  these 
procedures,  but  may  be  found  in  the  office  of  the  DCR  Safety  and  Health  Officer. 
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Responsibilities 

♦ Directors 

Division  directors  are  responsible  for  ensuring  compliance  with  all  health  and  safety 
requirements  set  forth  by  the  Department  of  Cultural  Resources  (DCR),  North  Carolina 
Occupational  Safety  & Health  (NCOSH),  Environmental  Protection  Agency  (EPA),  North 
Carolina  General  Statutes  (NCGS),  North  Carolina  Environmental  Health  & Natural 
Resources  (DEHNR)  or  any  regulatory  agency  that  governs  workplace  safety  and  health. 
Division  directors  are  responsible  for  ensuring  that  documentation  is  kept  for  all 
requirements  specified,  such  as  self  inspections,  training,  occupational  injuries  and 
illnesses,  safety  meetings  and  reporting  requirements. 

The  DCR  Safety  and  Health  Director  shall  assist  management  by  disseminating 
information,  providing  technical  advice,  and  by  assisting  the  departmental  Safety  and 
Health  Committee  in  conducting  inspections  and  audits. 

♦ Supervisors 

Supervisors  will  review  appropriate  safe  operating  procedures  before  beginning  new 
activities  and  will  review  safe  operating  procedures  for  routine  operations  at  least 
annually. 

Supervisors  will  be  responsible  for  providing  each  employee  with  the  appropriate  personal 
protective  equipment  and  training  to  perform  their  assigned  tasks. 

Supervisors  will  be  responsible  for  ensuring  that  their  employees  observe  and  obey  all 
applicable  safe  operating  procedures,  rules,  policies,  and  laws  necessary  for  their  safety 
and  take  disciplinary  action  as  needed  to  obtain  compliance. 
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♦ Employees 

Employees  are  responsible  for  performing  their  jobs  in  a safe  manner.  They  will  comply 
with  all  applicable  safe  operating  procedures  in  addition  to  any  other  safety  laws,  rules, 
policies,  or  procedures  governing  their  work. 

Employees  must  wear  the  required  protective  equipment  specified  for  each  operation.  The 
North  Carolina  Industrial  Commission  has  the  authority  to  reduce  a workers’ 
compensation  claim  by  ten  percent  if  personal  protective  equipment  is  assigned  by  the 
agency  and  not  in  use  at  the  time  of  an  accident. 


4 


II.  SAFETY  AND  HEALTH  COMMITTEES 


The  structure,  composition,  and  responsibilities  of  the  DCR  Safety  and  Health  Committee 
and  regional  safety  and  health  committees  are  taken  directly  from  sections  m and  IV  of 
the  DCR  Guidelines  for  the  Creation  of  Department  of  Cultural  Resources  Safety  and 
Health  Program  (appended  to  these  policies  and  procedures).  The  DCR  Safety  and 
Health  Committee  structure  is  as  follows: 

DEPARTMENTAL  SAFETY  AND  HEALTH  COMMITTEE 

(A)  The  Department  of  Cultural  Resources  shall  have  a Safety  and  Health  Committee 
structure  which  assists  through  its  operations  department  employees  to  perform  their 
tasks  safely  and  with  maximum  protection  from  any  job-related  hazards,  accidents,  and 
risks.  This  same  protection  shall  also  be  afforded  to  visitors,  participants,  and  users  of 
departmental  services  and  programs. 

(B)  There  shall  be  a departmental  Safety  and  Health  Committee  which  is  responsible  for 
agency-wide  policy  issues  and  the  implementation  of  necessary  health  and  safety 
directives. 


1.  The  Secretary  of  Cultural  Resources  shall  name  a Safety  and  Health  Director  who 
shall  serve  at  the  pleasure  of  the  secretary. 

2.  The  Cultural  Resources  departmental  Safety  and  Health  Committee  shall  be 
composed  of  ten  (10)  representatives:  six  (6)  employee  representatives, 
representing  non-supervisory  employees;  and  four  (4)  representatives  representing 
management.  Management  representatives  may  be  from  any  level  of  department 
management,  except  division  directors. 

3.  The  Departmental  Safety  and  Health  Director  shall  serve  as  ex-officio  member 
with  voting  rights  on  regional  safety  and  health  committees  (see  below) 

4.  Each  departmental  Safety  and  Health  Committee  representative,  including  the 
Safety  and  Health  Director,  shall  at  all  times  have  one  vote. 

5.  Departmental  safety  and  health  members,  both  management  representatives  and 
employee  representatives,  shall  be  selected  by  the  secretary  of  the  department  on 
the  recommendation  of  the  Safety  and  Health  Director  from  lists  submitted  by  each 
department  division  director.  Directors  will  submit  lists  composed  of  at  least  six 
(6)  nominees  (the  Division  of  Archives  and  History  shall  submit  at  least  twelve 
(12)  names  because  of  the  regional  committee  structure  described  below).  Lists 
submitted  should  contain  candidates  from  both  management  and  non-supervisory 
personnel. 

6.  Safety  and  health  representatives  shall  serve  three  year  staggered  terms. 
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7.  On  the  resignation  or  termination  of  service  of  departmental  Safety  and  Health 
Committee  members,  the  division  directors  will  propose  names  to  the  Secretary  of 
Cultural  Resources  as  replacements. 

8.  The  chairman  of  the  departmental  Safety  and  Health  Committee  has  the  obligation 
to  call  at  least  three  meetings  of  the  committee  annually,  and  any  other  meetings  as 
needed.  Meeting  quorums  will  be  a simple  majority  of  committee  members. 
Proxies  will  be  accepted.  Copies  of  minutes  of  meetings  shall  be  sent  to  all 
departmental  Safety  and  Health  Committee  members,  division  directors,  and  be 
posted  prominently  in  various  in-house  public  areas.  Copies  of  minutes  will  be 
made  available  to  employees  requesting  them. 

9.  Secretarial  assistance  will  be  provided  to  the  chairman  and  the  departmental  Safety 
and  Health  Committee.  The  chairman  will  propose  the  name  of  a secretary  to  the 
first  full  meeting  of  the  committee.  The  secretary  shall  not  be  a voting  member  of 
the  committee. 

10.  Time  taken  by  departmental  Safety  and  Health  Committee  members  for  duties 
associated  with  committee  meetings  and  operations  shall  be  allowed  without  any 
penalty,  loss  of  pay  or  benefits,  by  the  department. 

11.  The  departmental  Safety  and  Health  Committee  shall  make  written 
recommendations  to  the  Secretary  of  Cultural  Resources  for  improvements  or 
corrections  in  the  department’s  safety  and  health  conditions. 

12.  The  departmental  Safety  and  Health  Committee  shall  have  the  right  to  adopt  any 
rules  and  measures  to  insure  its  successful  operation  and  the  implementation  of 
departmental  safety  and  health  policies. 

13.  Robert’s  Rules  of  Order  shall  govern  departmental  Safety  and  Health  Committee 
proceedings  when  rules  are  not  covered  in  this  document  or  by  specific  committee 
decisions. 


(C)The  departmental  Safety  and  Health  Committee  shall  have  the  following 
responsibilities  (in  addition  to  those  previously  mentioned): 

1.  The  committee  shall  have  the  duty  of  reviewing,  amending,  and  creating 
departmental  safety  and  health  procedures  and  policies  as  needed.  Duties  may  be 
delegated  to  regional  Safety  and  Health  Committees  when  desirable  (see  below 
under  the  section  dealing  with  regional  committees). 

2.  First  line  managers  and  supervisors  shall  immediately  review  incidents  involving 
work-related  fatalities,  near-misses,  and  any  employee  complaints  regarding  safety 
and  health  hazards  or  violations.  Such  instances  should  then  be  reviewed  by  the 
appropriate  regional  Safety  and  Health  Committee  where  specific  actions  may  be 
recommended.  The  departmental  Safety  and  Health  Committee  shall  have  final  say 
on  such  reviews,  recommendations,  and  suggestions. 
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3.  The  departmental  Safety  and  Health  Committee,  working  with  regional  Safety  and 
Health  Committees,  shall  set  up  a system  of  regular  worksite  safety  inspections  (at 
least  once  annually  per  site).  Inspections  may  also  be  scheduled  in  response  to 
complaints.  The  regional  Safety  and  Health  Committees  shall  have  the 
responsibility  for  administering  inspections  in  their  particular  regions.  All  reports 
of  inspections  shall  be  forwarded  immediately  to  the  departmental  Safety  and 
Health  Committee  with  any  recommendations,  suggestions,  and  comments. 

4.  The  departmental  Safety  and  Health  Committee  shall  erect  a system  to  measure, 
review,  and  analyze  the  department’s  work  injury  and  illness  statistical  records  and 
the  department’s  training  records  (to  insure  compliance  with  safety  and  health 
regulations).  Regional  Safety  and  Health  Committees  shall  be  responsible  for 
gathering  such  information  and  forwarding  it  to  the  departmental  Safety  and 
Health  Committee  on  a quarterly  basis.  The  chairman  of  the  departmental 
committee  shall  inform  regional  Safety  and  Health  Committee  members  and 
chairmen  of  the  procedures  involved  in  collecting  this  information. 

5.  The  departmental  Safety  and  Health  Committee  shall  set  rules  for  inspection 
interviews  in  connection  with  worksite  inspections.  These  rules  shall  be 
communicated  to  the  regional  Safety  and  Health  Committees  by  the  departmental 
Safety  and  Health  Director. 

6.  The  departmental  Safety  and  Health  Committee  shall  designate  employee  safety 
and  health  representative(s)  to  accompany  representatives  of  regulatory  agencies 
(e  g.,  N.C.O.S.H.A.  and  the  N.C  Division  of  Environmental  Management)  during 
workplace  inspections. 

7.  The  departmental  Safety  and  Health  Committee,  in  the  person  of  its  chairman  or 
other  designated  individual,  shall  notify  the  Office  of  State  Personnel,  Division  of 
Employee  Safety  and  Health,  of  any  fatality  or  single  accident  resulting  in  three  or 
more  persons  injured,  within  twenty-four  hours  of  the  accident.  A summary 
investigation  report  and  death  claim  notice  form  shall  be  filed  within  two  weeks  of 
knowledge  of  the  death(s)  by  the  departmental  Safety  and  Health  Committee. 

8.  The  departmental  Safety  and  Health  Committee,  in  the  person  of  its  chairman  or 
other  designated  individual,  shall  provide  a quarterly  summary  of 
accident/injury/illness  data  to  the  Office  of  State  Personnel,  Division  of  Safety  and 
Health.  This  data  will  include,  but  is  not  limited  to,  employment  information, 
occupational  injury/illness  data,  incidence  rates,  worker’s  compensation  claims, 
expenditures  and  subrogation  collected. 
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REGIONAL  SAFETY  AND  HEALTH  COMMITTEES 


I 


(A)  There  shall  be  three  regional  Safety  and  Health  Committees  which  assist  the 
departmental  Safety  and  Health  Committee  to  implement  policies,  directives, 
guidelines,  and  procedures  for  the  safe  operation  of  the  services  and  programs  of  the 
Department  of  Cultural  Resources. 

1.  The  three  regional  Safety  and  Health  Committees  shall  be  geographically  based: 


a)  Western  Regional  Committee  shall  cover  Western  North  Carolina  and  directly 
respond  to  the  safety  and  health  needs,  requirements,  and  obligations  affecting 
the  Wolfe  Memorial  Historic  Site,  Vance  Birthplace  Historic  Site,  the 
Mountain  Gateway  Museum,  the  Western  Office,  Polk  Memorial  Historic  Site, 
Reed  Gold  Mine  Historic  Site,  NC  Transportation  Museum,  Fort  Dobbs, 
Home  Creek  Farm,  and  Town  Creek  Indian  Mound  Historic  Site; 

b)  A Central  Regional  Committee  shall  serve  Central  North  Carolina  and  directly 
respond  to  the  safety  and  health  needs,  requirements,  and  obligations  of  the 
Charlotte  Hawkins  Brown  Memorial  Historic  Site,  Alamance  Battleground 
Historic  Site,  Duke  Homestead  Historic  Site,  Stagville  Center,  House  in  the 
Horseshoe  Historic  Site,  Historic  Halifax  Historic  Site,  Aycock  Birthplace 
Historic  Site,  Bennett  Place  Historic  Site,  Bentonville  Battleground  Historic 
Site,  the  Museum  of  the  Cape  Fear,  and  all  Raleigh  offices;  and 

c)  An  Eastern  Regional  Committee  shall  serve  the  safety  and  health  needs, 
requirements,  and  obligations  affecting  the  Museum  of  Albemarle,  Historic 
Edenton  Historic  Site,  Caswell-Neuse  Historic  Site,  Brunswick  Town  Historic 
Site,  Fort  Fisher  Historic  Site,  Roanoke  Island  Commission,  Historic  Bath, 
Somerset  Place  Historic  Site,  Underwater  Archaeology  Unit,  Tryon  Palace, 
and  the  Eastern  Office. 


2.  The  three  regional  Safety  and  Health  Committees  shall  be  composed  of  six 
members  each,  representing  employees  and  management  of  the  respective  regions. 
Members  of  each  committee  shall  serve  three  year  staggered  terms. 

3.  The  three  regional  Safety  and  Health  Committees  shall  each  have  at  least  three 
members  per  committee  who  are  employees  in  non-supervisory  positions. 


(i 
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4.  Since  department  offices,  sites,  and  museums  outside  Raleigh  are  administratively 
under  either  the  Division  of  Archives  and  History  or  the  Division  of  the  Museum 
of  History,  chairmen  of  the  Western  and  Eastern  Regional  Safety  and  Health 
Committees  shall  be  chosen  by  the  Secretary  of  the  Department  of  Cultural 
Resources  on  the  recommendation  of  the  departmental  Safety  and  Health  Director 
from  the  lists  (above  mentioned)  submitted  by  the  directors  of  those  two  divisions. 
The  chairman  of  the  Central  Regional  Committee  may  be  chosen  from  any  of  the 
lists  submitted  by  division  directors. 

5.  The  three  regional  chairmen,  acting  with  the  departmental  Safety  and  Health 
Director,  shall  each  recommend  five  other  employees  from  their  respective  regions 
to  serve  on  their  regional  committees.  Nominations  for  all  regional  committee 
members  shall  be  approved  by  majority  vote  by  the  departmental  Safety  and  Health 
Committee. 

6.  Each  regional  Safety  and  Health  Committee  shall,  when  convened,  elect  a vice- 
chairman  and  recording  secretary,  charged  with  taking  accurate  minutes  of  all 
proceedings  and  transmitting  them  on  a per  meeting  basis  to  the  departmental 
Safety  and  Health  Director  and  departmental  Safety  and  Health  Committee. 

7.  Regional  committees  shall  have  at  least  four  regularly  scheduled  meetings  annually 
and  other  meetings  as  needed,  as  determined  by  regional  chairmen,  or  at  the 
request  of  the  Safety  and  Health  Director  or  the  departmental  Safety  and  Health 
Committee. 

8.  The  departmental  Safety  and  Health  Director  shall  serve  as  an  ex-officio  voting 
member  of  each  regional  committee. 


(B)  Duties  of  the  regional  Safety  and  Health  committees,  in  addition  to  previously 

mentioned  responsibilities,  shall  include  the  following: 

1.  Regional  committees  shall  normally  be  responsible  for  initial  investigations  and 
reviews  of  incidents  involving  work-related  fatalities,  injuries,  near-misses,  and  any 
employee  complaints  regarding  safety  and  health  hazards. 

2.  Immediately  after  such  investigations  are  completed,  regional  committees  shall 
submit  a written  report  to  the  departmental  Safety  and  Health  Committee, 
including  their  recommendations.  Reports  shall  be  addressed  jointly  to  the 
departmental  committee  and  the  Safety  and  Health  Director. 

3.  Before  commencing  any  incident  review,  regional  committees,  in  the  person  of 
their  chairmen,  shall  notify  the  departmental  Safety  and  Health  Director  of  the 
impending  investigation.  The  departmental  Safety  and  Health  Director  may,  if 
he/she  deems  advisable,  participate  in  this  preliminary  review  process. 
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4.  Regional  committees  shall  have  primary  responsibility  for  scheduled  worksite 
safety  and  health  inspections  (at  least  one  per  site  annually)  in  their  regions.  The 
Safety  and  Health  Director  and/or  other  members  of  the  departmental  Safety  and 
Health  Committee  may  participate  in  these  inspections. 

5.  Regional  committees  shall  gather  information  and  statistics  measuring  and 
analyzing  the  department’s  work  injuries  and  injury  records  and  the  department’s 
accident  prevention  training  procedures.  The  system  adopted  by  the  departmental 
Safety  and  Health  Committee  shall  be  employed  by  the  three  regional  committees. 

6.  Inspection  rules  adopted  by  the  departmental  Safety  and  Health  Committee  shall 
be  utilized  by  regional  committees  during  the  worksite  review  and  inspection 
process. 

7.  Regional  Safety  and  Health  Committees  may  be  assigned  additional  duties  by  the 
departmental  Safety  and  Health  Committee  as  required.  Regional  committees  may 
also  adopt  additional  rules  for  better  operation,  as  long  as  such  rules  are  approved 
by  the  departmental  Safety  and  Health  Committee  and  do  not  conflict  with  state  or 
departmental  policies  in  this  area. 
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III.  COMMUNICATION  OF  SAFETY  & HEALTH  POLICY 


A copy  of  the  DCR  Safety  and  Health  Policy  will  be  made  available  to  each  employee  and 
will  be  included  in  the  DCR  Policy  and  Procedures  Manual.  The  State  Employee  Safety 
and  Health  Handbook  will  be  provided  during  orientation  of  new  employees.  The 
documentation  receipt  page  of  the  Safety  and  Health  Handbook  will  be  signed  by  the 
employee  and  retained  in  the  employee's  personnel  file. 

Upon  receipt  of  the  policy,  or  any  changes  to  the  policy,  employees  are  encouraged  to 
read  the  policy  carefully  and  contact  the  Safety  and  Health  Director  concerning  any 
questions  or  changes  that  they  feel  should  be  made.  Any  changes  that  are  of  a substantive 
nature  will  be  brought  to  the  attention  of  the  Safety  and  Health  Committee  for  review  and 
possible  inclusion  in  the  policy.  Any  proposed  changes  must  be  approved  by  the  Secretary 
of  Cultural  Resources. 

An  update  will  be  distributed  to  each  employee  by  the  chair  of  the  Safety  and  Health 
Committee  within  a month  after  a policy  has  been  changed  and  approved  by  the  Secretary. 

Recordkeeping  - The  following  records  are  kept  by  the  Safety  and  Health  Director: 

1.  First  Ad  Log 

2.  Copies  of  OSHA  No.  200  Log  and  Summary  of  Occupational  Injuries  and  Illnesses 

3.  Copies  of  Accident  Reports,  First  Report  of  Injury,  IC  Form  19,  Employer’s 
Report  of  Injury  to  Employee 

4.  Copies  of  Supervisor’s  Accident  Investigation  Report  (for  completion  on  all 
accidents  and  near  miss  incidents) 

5.  Safety  Meeting  Minutes 

6.  Self-Inspection  List 

7.  Safety  Orientation  Materials 

8 Other  Records  Required  for  Special  Circumstances  or  Equipment 
9.  Training  Records 

10  Copies  of  DCR  Quarterly  Statistical  Reports  (Forms  6.20.1  through  6.20.4, 
located  in  the  Workplace  Requirements  Program  manual).  Quarterly  report  to  be 
sent  to  the  Employee  Risk  Control  Services  Division  (March,  June,  September, 
and  December,  by  the  20th  of  the  month  following  the  end  of  each  quarter). 
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Hazard  Assessment  in  the  Workplace  - Hazard  identification  and  analysis  in  the 
workplace  shall  be  the  primary  responsibility  of  the  departmental  and  regional  Safety  and 
Health  Committees  working  with  the  Safety  and  Health  Director  (as  described  in  section 
II,  Safety  and  Health  Committees).  However,  all  supervisory  personnel  shall  share  the 
responsibility  with  management  in  reporting  and  correcting  all  commonly  recognized 
safety  and  health  hazards  as  they  exist  in  the  workplace.  Any  existing  hazard  which 
presents  imminent  danger  to  life  and  health  shall  be  reported  by  the  supervisor  to  the 
division  director  or  the  Safety  and  Health  Director  and  corrected  as  soon  as  possible  or 
interim  controls  implemented  to  reduce  the  hazard. 

A job  safety  analysis  or  hazard  analysis  of  an  employee’s  job  may  be  conducted  annually  if 
management  determines  the  need  for  such  analysis.  An  employee  may  request  a job  safety 
analysis,  and  this  request  should  be  met.  Each  employee  shall  be  informed  by  the 
supervisor  of  any  known  hazard  associated  with  the  performance  of  his  job  and  the  control 
or  required  use  of  safety  devices  or  equipment  identified  in  the  job  safety  analysis. 

It  shall  be  the  responsibility  of  the  Safety  and  Health  Committees  and  the  division  directors 
to  ensure  that  proper  control,  reduction,  and  abatement  of  reported  and  recognized  safety 
and  health  hazards  are  realized. 

A copy  of  the  Job  Safety  Analysis  Form  JSA  conducted  on  each  operation  will  be 
forwarded  to  the  DCR  Safety  and  Health  Director  for  review.  Any  consultation  on  the 
content  of  the  JSA  will  be  discussed  with  the  division  director. 

Hazard  Assessment/Inspections  - As  described  in  section  n.  Safety  and  Health 
Committees,  the  Safety  and  Health  Committees  shall  conduct  inspections  and  evaluations 
of  all  area  and  division  locations  to  assist  management  in  identifying  program  deficiencies. 
The  Safety  and  Health  Committees  at  the  direction  and  with  the  assistance  of  the  Safety 
and  Health  Director  are  responsible  for  the  following  specific  inspection  items  and 
minimum  frequencies  of  inspection: 

1.  Fire  Extinguishers  - Monthly  (check,  tag,  & initial) 

2.  Exit  Lights  - Monthly 

3 . Egress  Routes  - Monthly 

4.  General  Chemical  Inventory  - Annually 


12 


5.  MSDS  Inventory  - Annually  (if  any) 

6.  Personal  Protective  Equipment  - Annually 

7.  Electrical  Cords  and  Outlets  - Annually 

8.  Recordkeeping  - Annually 

9.  Ladders  - Annually 

Inspections  shall  be  documented  by  checklist  (Form  650)  or  installed  tags  on  the 
equipment. 

Equipment  and  Chemical  Procurement  - Each  division  is  responsible  for  reviewing 
equipment,  chemical  procurement,  and  personal  appliances  before  introduction  to  the 
workplace  (before  it  is  ordered  or  placed  in  use)  to  assure  it  meets  safety  requirements  and 
that  appropriate  engineering  controls  and  personal  protective  equipment  are  on  hand  to 
safely  handle,  operate,  or  store  the  material. 

The  Purchasing  Officer  for  the  department  should  forward  a copy  of  all  purchase  requests 
for  chemicals,  ladders,  safety  devices,  or  special  equipment  to  the  Safety  and  Health 
Director  for  review.  Upon  completion  of  the  review,  a reply  will  be  made  to  the 
Purchasing  Officer  and  requester. 

Industrial  Hygiene  Surveys  - It  is  the  goal  of  the  department  to  control  hazardous 
exposures  which  may  adversely  affect  the  health  of  our  employees.  Environmental  health 
hazards  may  include  conditions  which  cause  legally  compensable  illnesses  or  any  condition 
in  the  work  environment  that  impairs  the  health  of  employees  to  the  extent  that  they  lose 
work  and/or  efficiency.  An  industrial  hygiene  survey  may  be  requested  if  management 
wishes  to  investigate  or  conduct  surveys  to  identify  any  chemical,  biological,  or  physical 
hazards  in  their  work  environment  This  request  should  be  directed  to  the  Safety  and 
Health  Director  Such  a request  should  normally  occur  if  several  people  within  the  same 
area  complain  of  similar  symptoms  or  if  recurring  illness  occurs  among  workers  in  a 
particular  area  If  the  survey  cannot  be  done  "in-house",  the  Safety  and  Health  Director, 
and  the  and  the  division  directors  will  work  together  to  secure  help  from  an  outside 
source,  including  the  Office  of  State  Personnel’s  Risk  Control  Services  Division  Industrial 
Hygienist. 
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New  Construction  and  Renovation  Design  Review  - All  new  construction  projects  and 
renovation  to  existing  facilities  or  grounds  are  to  be  designed  in  accordance  with 
applicable  safety  and  health  codes,  consensus  standards,  and  good  work  practice 
standards. 

The  Safety  and  Health  Director  (or  member  or  members  of  the  departmental  Safety  and 
Health  Committee,  designated  by  him)  shall  be  included  in  pre-planning  and  reviewing 
preliminary  plans  and  specifications  of  new  construction  or  renovations  for  the 
department.  They  will  provide  consultative  input  on  safety  and  health  factors  to  ensure 
that  employees  will  be  provided  a workplace  free  of  recognized  hazards  and  that  the 
minimums  are  met  or  exceeded  as  required  by  NCOSH,  NC  Building  Code,  consensus 
standards,  and  good  work  practice  standards.  The  safety  and  health  review  of  major 
capital  improvements  is  supplemental  to  the  State  Construction  and  Insurance  Department 
review. 

Additionally,  minimum  safety  and  health  standards  for  construction  (29CFR  1926)  are  to 
be  enforced  in  the  actual  performance  of  construction  or  renovation  projects.  These 
standards  are  to  provide  for  the  protection  of  state  employees  and  the  general  public  from 
hazards  created  by  demolition  and  construction  as  well  as  fire  prevention  during 
construction  operations. 

Contractors  should  give  prior  notice  to  the  DCR  Safety  and  Health  Director,  agency 
coordinator,  or  building  manager  when  work  is  to  be  performed  involving  the  introduction 
of  hazardous  chemicals  or  involving  operations  which  may  expose  employees  or  the  public 
near  the  work  area  to  hazardous  chemicals  or  conditions.  Contractors  should  identify 
appropriate  methods  to  control  or  eliminate  such  hazardous  situations. 

Procedure 

1.  During  the  design  phase  of  the  proposed  new  construction  project  or  renovation 
project  the  coordinating  divisions  shall  transmit  a copy  of  the  design  plans  and 
specifications  to  the  Safety  and  Health  Director. 

2.  The  Safety  and  Health  Director  or  designee  should  review  each  project  and 
communicate  all  safety  and  health  recommendations  concerning  the  project  to  the 
coordinating  division. 

3.  The  coordinating  division  shall  resolve  all  safety  and  health  recommendations  and 
revise  specifications  or  design  plans. 
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4.  The  coordinating  division  shall  notify  the  Safety  and  Health  Director  when: 

♦ the  project  is  given  final  funding/approval 

♦ the  project  is  scheduled 

♦ construction  is  started 

♦ updates  of  construction  phases  or  major  change  orders  are  issued 

♦ construction  inspections  are  scheduled 

♦ the  final  architectural  and  building  occupancy  inspection  is  scheduled  prior  to 
acceptance  for  occupancy  of  the  project. 

5.  The  Safety  and  Health  Director  or  designee  shall  accompany  a representative  from 
the  coordinating  department/division  during  inspection  to  assure  that  the 
recommended  safety  features  have  been  incorporated. 

6.  Planned  safety  features  not  incorporated  should  be  reported  as  part  of  the 
coordinating  division  or  department's  "punch  list"  to  the  contractor. 

7.  The  coordinating  division  shall  notify  the  Safety  and  Health  Director  when  safety 
related  discrepancies  are  corrected.  Discrepancies  should  be  corrected  prior  to 
occupancy. 

Funding  for  Correcting  Safety  & Health  Hazards  - Funding  for  program  safety 
requirements  (i.e.  personal  protective  equipment,  medical  surveillance,  vaccinations, 
supplies,  and  equipment)  is  the  responsibility  of  each  division.  Major  funds  for  correcting 
safety  problems  will  be  requested  by  the  division  director.  The  director  will  prioritize 
these  projects  within  the  context  of  other  capital  expenditure  requests  made  by  the  agengy 
to  the  legislature.  All  life  threatening  conditions  or  imminent  danger  to  life  and  health  will 
take  the  highest  priority  and  be  corrected  immediately  by  the  department.  Interim  controls 
may  be  required  to  control  hazards  in  some  situations. 

Regulatory  Compliance  - The  DCR  shall  comply  with  all  applicable  laws,  regulations, 
and  accepted  practices  for  workplace  safety.  The  Secretary  of  Cultural  Resources  has 
previously  published  a policy  statement  addressing  this  issue. 


15 


IV.  AUTHORITY  AND  ACCOUNTABILITY 


Safety  Program  Implementation  Responsibilities  - Line  management  of  each  DCR 
division  is  responsible  for  implementing  and  enforcing  the  DCR  safety  program. 
Responsibilities  are  identified  in  Section  I,  pages  2 through  3,  and  Section  II,  pages  4 
through  7. 

Safety  Objectives  - Written  annual  goals  and  objectives  are  prepared  by  the  departmental 
Safety  and  Health  Committee.  These  supplement  the  department’s  safety  and  health 
program  and  may  be  incorporated  into  these  policies  and  procedures. 

Emergency  Plans-  A written  emergency  response  plan  shall  be  prepared,  implemented, 
and  exercised  in  the  Department  of  Cultural  Resources.  The  departmental  Safety  and 
Health  Committee  shall  have  general  overall  responsibility  for  this  plan,  although  each 
agency  within  the  department  shall  have  the  primary  duty  of  drafting  a written  plan  or 
plans  appropriate  to  its  situation  and  needs.  Division  directors  (or  their  section  heads,  if 
so  designated),  the  Office  of  the  Secretary,  the  Director  of  Public  Affairs,  and  the 
Administrative  Services  Office  shall  prepare  drafts  of  adequate  plans  which,  taken  together 
and  as  approved  by  the  departmental  Safety  and  Health  Committee  and  the  Secretary, 
shall  compose  the  written  DCR  plan.  The  departmental  Safety  and  Health  Committee 
shall  coordinate  these  efforts  as  needed. 

Stop-work  Authority  - Each  division  director  or  line  supervisor,  including  the  Safety  and 
Health  Director,  shall  have  the  authority  to  stop  work  for  any  condition  determined  by  the 
supervisor,  manager  or  Safety  and  Health  Director  to  be  of  imminent  danger  to  the  life  or 
health  of  departmental  employees  or  the  public  at  large.  Such  determinations  may  be 
implemented  immediately,  but  preferably  after  consultation  with  the  division  director  and 
Safety  and  Health  Director. 

Training  Procedures  - Each  division  is  responsible  for  safety  and  health  training.  The 
Safety  and  Health  Director  will  assist  in  the  training  of  management  and  supervisors  and 
assist  management  in  acquiring  training  materials  and  resources.  Training  needs  are 
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defined  by  NCOSH,  the  department's  Safety  and  Health  Committee  and  the  DCR 
Workplace  Requirements  Program.  The  effectiveness  of  this  training  will  be  periodically 
evaluated  by  the  division  directors,  the  Safety  and  Health  Director,  and  the  departmental 
Safety  and  Health  Committee. 

Evaluation  Form  700,  will  be  completed  by  participants  of  all  safety  and  health  group 
training  programs. 
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V. 


EMPLOYEE  ORIENTATION  AND  AWARENESS 


New  Employee  Orientation  - New  employee  training  includes  responsibilities  under  the 
training  procedure  requirement,  NCOSH,  and  DCR  Safety  and  Health  Policy.  New 
employees  shall  have  access  to  the  DCR  Policy  and  Procedures  Manual  and  are  required 
to  read  and  sign  the  North  Carolina  State  Employee  Safety  & Health  Handbook  receipt 
page.  In  addition,  other  information  is  conveyed  to  the  new  employee  by  their  supervisor 
according  to  his  or  her  hazard  exposure.  The  documentation  receipt  page  of  the  North 
Carolina  State  Employee  Safety  & Health  Handbook  is  filed  in  the  employee's  personnel 
file. 

Safety  Awareness  - The  use  of  posters,  newsletters,  and  other  promotional  materials  is 
encouraged.  The  Safety  and  Health  Director  shall  obtain  and  implement  the 
communication  of  promotional  materials  for  the  promotion  of  employee  safety  and  health 
awareness  on  and  off  the  job.  The  departmental  Safety  and  Health  Committee  minutes 
will  be  posted  on  bulletin  boards,  and  distributed  to  committee  members  and  the  Secretary 
of  Cultural  Resources. 

Personal  Protective  Equipment  - Written  procedures  explaining  the  purpose,  use,  and 
maintenance  of  personal  protective  equipment  shall  be  provided  with  all  new  personnel 
protection  equipment.  Each  division  shall  have  equipment  with  procedures  covering  their 
particular  needs.  Safety  equipment  is  purchased  for  use  on  the  job  - NOT  for  empolyees' 
personal  use  off  the  job.  Replacement  of  lost  or  stolen  equipment  should  be  the 
responsibility  of  the  employee. 

The  North  Carolina  Industrial  Commission  has  the  authority  to  reduce  a workers’ 
compensation  claim  by  ten  percent  if  personal  protective  equipment  is  assigned  by 
the  agency  and  not  in  use  at  the  time  of  an  accident. 
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VL  TRAINING 


Training  - The  Department  of  Cultural  Resources  will  ensure  that  all  employees  receive 
training  as  required  by  the  DCR,  OSP’s  Employee  Risk  Control  Services  Division,  the 
Department  of  Labor,  and  the  departmental  Safety  and  Health  Committee.  The  DCR 
Safety  and  Health  Policy  will  be  available  in  the  DCR  Policy  and  Procedures  Manual. 
Task  specific  training  will  be  provided  by  the  supervisor  to  employees  during  on-the-job 
orientation.  Safety  and  health  training  will  include  but  is  not  limited  to:  office  operations; 
ergonomics;  evacuation  plans;  how  to  report  an  injury,  illness  or  incident;  how  medical 
care  will  be  provided;  vehicle  safety;  and  how  to  report  hazards,  unsafe  conditions  or  acts. 
Additional  training  may  include  the  control  of  a specific  hazard  which  may  be  required  by 
the  job  assignment.  New  employees  or  reassigned  employees  to  new  job  tasks  are  to  be 
promptly  trained  in  safety  and  health  policy  and  procedures. 

All  training  will  be  documented  using  Form  650,  evaluated,  and  the  records  retained  in  the 
Department  of  Cultural  Resources  safety  and  health  files  with  a copy  provided  to  the  DCR 
training  coordinator.  Each  training  file  will  include  at  least  the  following  information: 

♦ Name  of  Employee 

♦ Date  of  Training 

♦ Place  of  Training 

♦ Subject  Matter 

♦ Name  of  Instructor 

♦ Course  Outline 

♦ Evaluation  of  Training 

The  Safety  and  Health  Director  has  overall  responsibility  for  collecting  and  maintaining 
data  which  is  to  be  used  for  the  analysis  and  evaluation  of  the  effectiveness  of  the  DCR's 
overall  safety  and  health  program.  This  data  will  be  furnished  to  the  departmental  Safety 
and  Health  Committee  on  an  on-going  basis.  This  data  will  be  used  by  the  departmental 
Safety  and  Health  Committee  in  recommending  training,  identifying  resources,  and  will 
also  be  used  in  establishing  safety  and  health  goals  and  objectives  for  the  DCR.  After 
training  requests  have  been  recommended  by  the  departmental  Safety  and  Health 
Committee  and  approved  by  the  Secretary  and  the  Safety  and  Health  Director,  the  DCR 
training  coordinator  will  assist  in  making  the  necessary  arrangements  for  training  to  be 
provided  Regional  safety  and  health  committees  may  also  be  involved. 
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Each  employee  will  be  requested  to  complete  an  evaluation  of  any  training  provided  using 
Form  700. 

Annual  retraining  will  be  conducted  in  Emergency  Evacuation  Plans. 

Training  Outlines  - The  DCR  Safety  and  Health  Director  will  maintain  on  file  for  at  least 
3 years,  or  as  required  by  NCOSH,  outlines  of  general  and  specific  safety  and  health 
training  provided. 
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Vn.  ACCIDENT  REPORTING,  INVESTIGATION,  AND  CORRECTIVE 
ACTION 


Reporting  of  Job-Related  Injuries  or  Illness,  State  Vehicle  Accidents,  or  Near  Miss 
Incidents,  and  Receiving  Medical  Care  - To  report  a job-related  accident,  vehicle 
accident,  injury,  illness  or  near  miss,  please  follow  these  procedures: 

1.  Employees  must  notify  their  supervisors  immediately  of  any  job-related  accident, 
injury,  illness,  or  near-miss,  in  any  event,  within  30  days  or  the  employer  can  refuse 
compensation.  With  reference  to  occupational  disease,  an  employee  must  give 
notice  to  the  employer/supervisor  when  the  employee  is  first  informed  by  a 
competent  medical  authority  of  the  nature  and  work-related  cause  of  the  illness.  If 
the  employee  is  unable  to  make  proper  notification,  a co-worker  should  notify  the 
supervisor  as  soon  as  possible. 

2.  The  supervisor  shall  insure  that  the  employee  receives  prompt  medical  treatment. 

If  the  treatment  requires  more  than  first-aid,  proper  medical  treatment  must  be 
provided  by  a medical  doctor  with  the  appropriate  expertise  in  the  field  of  the 
injury.  Employees  are  to  immediately  report  to  their  supervisor,  who  will  in  turn 
report  to  DCR  Workers’  Compensation  Administrator,  the  name,  address,  and 
telephone  number  of  the  treating  physician  as  well  as  the  date(s)  of  the  medical 
appointment(s).  It  is  the  employee’s  responsibility  to  provide  the  department  with 
medical  information  from  the  treating  physician  documenting  the  status  of  his/her 
medical  condition  as  well  as  his/her  retum-to-work  status.  At  the  present  time,  the 
department  allows  employees  the  freedom  to  choose  a treating  physician  (within 
previously  stated  guidelines).  However,  it  reserves  the  right  to  refer  employees  to 
a second-opinion  physician  of  the  department’s  choosing  if,  in  its  opinion,  a 
situation  warrants  such  action.  Once  the  initial  treating  physician  is  established,  an 
employee  cannot  change  the  treating  physician  for  the  injury  unless  a referral  is 
approved  by  the  DCR’s  Workers’  Compensation  Administrator  or  the  North 
Carolina  Industrial  Commission.  Supervisors  and  the  DCR  Workers’ 
Compensation  Administrator  have  medical  authorization  forms  for  employees  to 
take  with  them  to  the  treating  physician.  A doctor’s  signed  and  dated  note  is 
acceptable  as  well.  However,  an  employee  should  not  personally  pay  for  or  file  a 
medical  charge  for  a work-related  injury/illness  to  the  State  Health  Plan  or  the 
HMO  in  which  he/she  is  enrolled.  Instead,  pending  a compensability 
determination,  medical  charges  for  treatment  should  be  billed  to:  ATTN: 

Workers’  Compensation  Administrator,  N.C.  Dept,  of  Cultural  Resources,  109 
East  Jones  Street,  Raleigh,  NC  27601-2807. 
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In  the  event  of  life-threatening  injuries  or  illness  requiring  immediate  emergency  medical 
treatment,  the  employee  shall  be  transported  by  an  emergency  medical  service  agency  to 
the  appropriate  emergency  medical  facility  or  trauma  center.  If  necessary,  the  supervisor 
or  a designee  will  accompany  the  injured  employee  to  a treatment  facility.  Severely 
injured  employees  are  not  to  be  sent  unescorted  to  seek  medical  attention. 

Immediately,  or  within  five  (5)  calendar  days  after  knowledge  of  an  accident,  the 
supervisor  must  notify  the  DCR  Workers’  Compensation  Administrator  and  the  DCR 
Safety  and  Health  Director. 

Also,  within  (5)  calendar  days  after  knowledge  of  an  accident,  the  supervisor  must 
complete  the  appropriate  workers’  compensation  claim  forms~I.C.  Form  19  and  the 
Supervisor’s  Accident  Report  Form.  Also,  the  Workers’  Compensation  Employee 
Statement  and  Use  of  Leave  Options  form  must  be  completed  within  this  time-frame 
assuming  the  employee’s  health  allows  but,  in  any  event,  as  soon  as  possible.  If  necessary, 
the  employee  should  complete  I.C.  Form  18.  The  reporting  forms  referenced  may  be 
obtained  from  the  OSP’s  Employee  Risk  Control  Services  Division  or  the  DCR  Workers’ 
Compensation  Administrator. 

3.  If  a serious  on-the-job  accident  results  in  the  in-patient  hospitalization  of  three  or 
more  employees,  or  the  death  of  an  employee,  a verbal  report  to  the  NC 
Department  of  Labor,  OSH  Division,  is  required  within  8 hours. 

If  an  employer  does  not  learn  of  a reportable  incident  at  the  time  that  it  occurs,  the  eight 
hour  reporting  deadline  begins  as  soon  as  any  agency  or  employee  of  the  employer  learns 
of  it.  Supervisors  should  call  OSHNC,  at  1-800  Labor  NC,  to  report  an  occupational 
fatality  or  serious  accident.  If  the  accident  or  injury  occurs  after  departmental  working 
hours,  holidays  or  weekends,  the  State  Capitol  Police,  at  (919)733-4646,  should  be 
contacted. 

If  employees  have  questions  regarding  this  procedure,  they  should  contact  the  Department 
of  Cultural  Resources  Safety  and  Health  Director  at  733-7847  or  the  Workers' 
Compensation  Administrator  at  715-3586. 
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VIII.  FIRST  AID 


The  requirements  for  first-aid  includes: 

1.  At  least  one  first-aid  kit  will  be  maintained  at  all  DCR  worksite  facilities.  The 
first-aid  kit  will  be  maintained  in  a central  location  that  is  easily  accessible  to  all 
employees.  The  first-aid  kit  will  normally  be  maintained  by  the  Safety  and  Health 
Director  or  an  Emergency  Response  Warden.  The  location  of  the  first-aid  kit 
should  be  known  to  all  employees. 

2.  Contents  of  the  first-aid  kit  shall  conform  to  the  minimum  requirements  established 
by  the  DCR  Safety  and  Health  Committee  and  OSHA  Standards. 

3.  In  every  instance  where  first-aid  supplies  are  required,  first-aid  logs  shall  be 
completed  by  the  person  providing  first-aid  or  by  the  individual  requiring  first-aid. 
Completed  logs  will  be  maintained  by  the  DCR  Safety  and  Health  Director. 

Accident  Investigation  Procedure  - All  reports  of  job-related  accidents,  injuries, 
illnesses,  near  miss  incidents,  vehicle  accident,  or  death  require  an  immediate  accident 
investigation  report  Form  300.  This  report  is  in  addition  to  the  Workers'  Compensation 
First  Report  of  Injury  required  for  the  reporting  of  workers'  compensation  claims. 

The  activities  of  the  departmental  Safety  and  Health  Committee  and  regional  committees 
regarding  accident  investigation  procedures  are  described  in  section  II,  Safety  and  Health 
Committees. 

The  accident  investigation  report  Form  300  will  be  immediately  completed  by  the 
appropriate  supervisor  and  forwarded  to  the  DCR  Safety  and  Health  Director.  The  Safety 
and  Health  Director  will  assist  in  the  investigation  of  accidents,  near  miss  incidents, 
illnesses,  vehicle  accidents,  or  deaths  when  requested  or  as  deemed  necessary. 

The  cause  or  contributing  factors  of  the  accident  will  be  identified.  Written 
recommendations  for  corrective  action  to  prevent  or  reduce  similar  loss  in  the  future  will 
be  developed  by  the  supervisor.  Timely  interim  controls  or  permanent  corrective  action 
will  be  implemented  by  the  supervisor  to  control  the  identified  hazards. 

The  investigation  reports  and  corrective  actions  will  be  reviewed  by  the  Safety  and  Health 
Director  and  the  respective  Safety  and  Health  Committees.  If  additional  recommendations 
arc  required  to  eliminate  or  control  identified  hazards,  they  will  be  submitted  in  writing,  by 
the  departmental  Safety  and  Health  Committee,  to  the  Secretary  for  appropriate  action. 
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The  departmental  Safety  and  Health  Committee  will  follow-up  on  corrective  action  where 
required. 

Review  of  Corrections  for  Unsafe  Workplace  Conditions  - Any  reports  of  unsafe 
workplace  conditions  by  supervisors  or  employees  shall  be  discussed  in  detail  by  the 
division  director  and/or  Secretary,  with  the  Safety  and  Health  Director  and  the 
departmental  Safety  and  Health  Committee.  The  departmental  Safety  and  Health 
Committee  is  to  be  notified  of  any  reported  unsafe  workplace  conditions.  Employees 
should  first  voice  their  concerns  with  the  supervisor.  The  supervisor  should  report  the 
employee's  concern  to  the  division  director.  If  the  division  director  is  unable  to  resolve  the 
employee's  concern,  they  should  consult  with  the  respective  regional  Safety  and  Health 
Committee  and  Secretary  or  the  Safety  and  Health  Director. 

The  Secretary  along  with  the  Safety  and  Health  Director  will  target  the  correction  of 
unsafe  conditions  with  available  money.  A timetable  for  correction  of  the  problem  shall  be 
given  to  the  supervisor.  If  the  problem  cannot  be  resolved  within  30  days,  reasons  for 
delay  must  be  given. 
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IX.  COMMUNICATION  AND  ENFORCEMENT  OF  SAFE  WORK 
PRACTICES 


The  Safety  and  Health  Handbook/DCR  Personnel  Policy  and  Procedures  - The  North 
Carolina  State  Employee  Safety  & Health  Handbook  is  provided  to  new  employees  at 
orientation.  (The  DCR  Policy  and  Procedures  Manual  will  be  made  accessible  to  all 
employees.  Revisions  to  policy  and  procedures  are  communicated  to  staff.)  Internal  DCR 
newsletters  and  bulletins  may  be  used  to  communicate  safe  work  practices. 

Procedures  for  Disciplinary  Action  - All  employees,  supervisors,  and  managers  are  to 
adhere  to  the  Department  of  Cultural  Resources  Safety  and  Health  Policy  and  Procedures 
in  the  DCR  Policy  and  Procedures  Manual.  Disciplinary  action  shall  be  taken  in 
accordance  with  the  DCR  Policy  and  Procedures  Manual  when  an  employee  fails  to 
follow  established  safety  and  health  rules. 

Contractor/Employer/Employee  Requirements  for  Contractual  Work  in  the 
Workplace  - Under  the  Hazard  Communication  Standard,  the  division  director  or  Safety 
and  Health  Director  is  required  to  advise  DCR  employees  of  any  hazardous  materials  that 
will  be  brought  into  the  workplace  by  outside  contractors.  Pertinent  data  must  be  made 
available  to  employees  on  any  hazardous  materials  that  will  be  used.  DCR  division 
directors  or  the  Safety  and  Health  Director  must  furnish  the  contractor,  upon  request,  any 
information  on  hazardous  materials  which  the  contractor's  employees  may  encounter. 

The  contracting  agency  should  furnish  DCR  with  the  following  information: 

♦ The  nature  of  the  work  to  be  performed. 

♦ The  exact  location  of  the  work. 

♦ Any  known  hazardous  condition  that  may  arise  during  the  course  of  the  job. 

♦ The  exact  date  the  work  is  to  begin  and  the  expected  completion  date. 

♦ The  name,  address,  and  phone  number  of  the  contractor  that  will  be  performing  the 
work. 
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The  division  director  or  the  Safety  and  Health  Director  should  notify  DCR  employees  of 
the  work  to  be  performed,  when  it  will  begin,  and  when  the  work  is  expected  to  be 
completed.  The  notification  must  also  include  any  hazardous  conditions  or  materials  that 
will  be  present  in  the  workplace. 

If  a hazardous  condition  is  created  in  the  workplace,  such  as  a blocked  exit,  employees 
must  be  advised  of  alternate  exits. 
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X.  SAFETY  AND  HEALTH  TRAINING  AVAILABLE  TO  EMPLOYEES 


Training:  - Safety  and  health  training  is  discussed  in  Section  VI;  please  refer  to  this 
section  for  more  details. 


XL  COMPLAINT  REPORTING 


Employee  Safety  and  Health  Complaints  - Employees  are  encouraged  to  notify  their 
supervisors  immediately  of  any  unsafe  condition  in  the  workplace.  If  an  unsafe  condition 
has  been  reported  and  no  action  or  response  has  been  provided,  the  employee  may  make  a 
written  complaint  to  the  Safety  and  Health  Director.  The  safety  and  health  complaint  will 
be  addressed  and  if  necessary  forwarded  to  the  departmental  Safety  and  Health 
Committee.  If  unable  to  resolve  the  complaint  in  a timely  manner,  the  employee  making 
the  complaint  will  be  informed  of  actions  being  taken  to  address  the  complaint.  If  the 
departmental  Safety  and  Health  Committee  is  unable  to  resolve  the  complaint,  the 
employee  may  contact  NCOSH. 

No  supervisor  or  manager  is  to  retaliate  in  any  way  against  an  employee  who  has  made  a 
complaint  concerning  a safety  and  health  problem.  The  following  steps  will  be  taken  by 
the  supervisor  when  an  employee  complaint  is  received  on  any  workplace  safety  and 
health  issue: 

1 . The  supervisor  shall  inform  the  employee  of  actions  they  will  take  to  address  the 
complaint  if  the  issue  cannot  be  corrected  immediately. 

2.  The  supervisor  shall  take  those  actions  necessary  to  resolve  the  complaint,  if  within 
his  or  her  normal  areas  of  responsibility,  or  shall  request  assistance  from  the  Safety 
and  Health  Director,  a member  of  the  appropriate  Safety  and  Health  Committee, 
or  the  Secretary  of  Cultural  Resources  to  resolve  the  complaint. 

3.  The  supervisor  shall  be  informed  by  the  Secretary  or  the  Safety  and  Health 
Director  of  corrective  measures,  alternative  solutions,  or  other  factors  which  may 
resolve  the  complaint. 

4 The  supervisor  shall  inform  the  employee  initiating  the  complaint  of  the  corrective 
action  or  alternative  solution  that  will  be  taken  to  resolve  the  complaint. 

5.  The  supervisor  shall  follow  up  to  see  that  the  complaint  has  been  satisfactorily 
resolved 

Should  an  employee  feel  that  he  or  she  is  being  discriminated  against  because  of  a safety 
and  health  complaint,  the  employee  may  notify  the  Secretary  or  NCOSH,  at  (919)733- 
3322. 
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XH.  MEDICAL  ATTENTION  FOLLOWING  WORK-RELATED  INJURY  OR 
ILLNESS 


Accident  Reporting  and  Receiving  Medical  Attention  are  discussed  in  Section  VII  of  this 
policy. 

xm.  MOTOR  VEHICLE  SAFETY 

To  aid  in  minimizing  the  hazard  motor  vehicles  pose  to  employee  safety,  all  operators  of 
state  vehicles  and  all  those  driving  motor  vehicles  on  state  business  shall  drive  in  a safe 
and  lawful  manner.  All  rules  pertaining  to  driving  in  North  Carolina  can  be  found  in  the 
Driver's  Handbook,  available  at  all  State  Driver  License  Offices.  Driving  under  the 
influence  of  drugs  or  alcohol  is  prohibited  by  law  and  DCR  policy.  Any  employee  who 
drives  a state-owned  vehicle  or  other  motor  vehicle  on  state  business  is  required  to  have  a 
valid  North  Carolina  driver's  license  for  the  type  of  vehicle  operated. 

Drivers  of  state-owned  vehicles  are  responsible  for  knowing  and  complying  with  all 
regulations  in  Motor  Fleet  Management  Regulations. 

Management  and  Supervisor  Responsibility 

Each  employee  is  responsible  for  his  or  her  driving  performance.  Managers  and 
supervisors  are  responsible  for: 

• Ensuring  that  employees  who  must  drive  to  carry  out  their  primary  job 
responsibilities  maintain  a valid  North  Carolina  driver's  license. 

• Ensuring  that  employees  comply  with  this  policy. 

Reporting  Moving  Violations  and  Citations 

Moving  violation  citations  are  to  be  reported  to  the  immediate  supervisor  by  the  next 
working  day.  If  a state  employee  was  cited  for  a violation  while  operating  a state-owned 
motor  pool  vehicle,  a copy  of  the  violation  must  be  sent  to  the  Director  of  Motor  Fleet 
Management.  If  a state  employee  is  involved  in  repeated  infractions,  future  use  of  state- 
owned  vehicles  may  be  denied. 
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Reporting  Accidents 


Any  accident  that  occurs  while  operating  a motor  vehicle  to  conduct  state  business  must 
be  reported  to  the  immediate  supervisor  and  the  DCR  Safety  and  Health  Director  within 
24  hours  of  its  occurrence.  All  accidents  involving  state-owned  vehicles,  regardless  of 
amount  of  damage,  must  be  reported  to  Motor  Fleet  Management  by  calling  the  1-800- 
277-8181  number  in  the  upper  left  comer  of  the  windshield  or  733-4043  (in  the  Raleigh 
calling  area).  Information  which  should  be  obtained  from  the  other  driver  involved  in  the 
accident  should  include:  name,  address,  telephone  number,  license  plate  number, 

insurance  company  and  policy  number. 

Appropriate  forms  in  the  Accident  Reporting  Kit  should  be  filled  out  and  given  to  the 
Travelers  Insurance  Co.  Accident  report  forms  for  permanent  DCR  vehicles  should  be 
filled  out  and  sent  to  the  Director  of  Motor  Fleet  Management  for  forwarding  to  Travelers 
Insurance  according  to  instructions  in  effect  at  each  agency. 

All  accidents  will  be  investigated  according  to  the  guidelines  previously  set  forth  in  this 
policy. 
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XIV.  BLOODBORNE  PATHOGENS 


A bloodbome  pathogen  control  program  is  required  if  employees  trained  in  first-aid  are 
expected,  designated,  or  required  to  provide  first-aid  as  a part  of  their  job  or  their  job 
description.  NCOSHA  1910.1030,  Bloodbome  Pathogen  Standard,  requires  that  detailed 
specifications  be  met  for  employees  occupationally  exposed  to  blood  or  other  potentially 
infectious  material.  According  to  the  standard,  an  occupational  exposure  is  a "reasonably 
anticipated  skin,  eye,  mucus  membrane  or  parenteral  (through  the  skin)  contact  with  blood 
or  other  potentially  infectious  materials  that  may  result  from  the  performance  of  an 
employee's  duties." 

If  employees  who  are  not  designated  as  a first-aid  responder,  choose  to  give  aid  to  another 
employee  or  visitor  in  the  workplace  and  have  an  exposure  incident  to  human  blood, 
bodily  fluids  or  tissue,  their  supervisor  should  be  immediately  not  ified  of  the  exposure 
incident. 

The  employer  will  ensure  that  requirements  of  the  NC  OSHA  1910.1030,  Bloodbome 
Pathogen  Standard,  are  met. 

Form  400,  Exposure  Incident  Report  for  Blood  or  Other  Potentially  Infectious  Materials, 
must  be  completed  in  addition  to  any  medical  care,  evaluation,  or  other  accident/injury 
reports  for  any  on-the-job  bloodbome  pathogen  exposure  incident. 

Personal  protective  equipment,  such  as  latex  gloves,  are  provided  in  first-aid  kits  and 
should  be  used  to  reduce  any  potential  employee  exposure  to  blood  or  body  fluids. 
Contaminated  supplies  shall  be  properly  disposed  to  prevent  contamination. 
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XV.  HAZARD  COMMUNICATION 


Office  employees,  who  encounter  chemicals  only  in  non-routine  instances,  are  not  covered 
under  the  OSHA  Hazard  Communication  Standard.  However,  should  exposure  to 
hazardous  chemicals  be  incurred  as  a result  of  a routine  task,  employee  field  work, 
building  renovations,  or  other  routine  situations,  a written  Hazard  Communication 
Program  is  required.  The  program  will  include:  Material  Safety  Data  Sheets  available  to 
employees  and  documented  employee  training  as  outlined  in  the  Hazard  Communication 
Standard.  N.C.  OSHA  1910.1200,  provides  that  contracts  for  building  renovations,  major 
maintenance,  etc.,  where  office  employees  may  or  will  be  exposed  to  hazardous  chemicals 
or  vapors,  will  include  requirements  for  the  contractor  to  provide  notification  to 
employees  of  hazardous  chemicals  to  be  used,  to  provide  materials  safety  data  sheets  for 
each  hazardous  chemical,  and  to  implement  engineering  controls  to  effectively  provide  for 
the  safe  use  of  hazardous  chemicals. 

The  Safety  and  Health  Director  is  to  be  notified  prior  to  the  introduction  of  chemicals  into 
the  workplace  of  the  type  of  chemical,  quantity,  use,  and  storage  and  disposal  methods. 

The  Safety  and  Health  Director  will  conduct  a safety  review  for  use  storage,  disposal  and 
employee  training,  prior  to  the  use  of  new  chemicals  in  the  workplace. 

The  appropriate  recommendations  and  environmental  safety  and  regulatory  requirements 
will  be  provided  to  ensure  the  safety  and  health  of  the  chemical  user. 
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XVI.  ERGONOMICS  - VIDEO-DISPLAY  TERMINAL  WORKSTATION 


All  workstations  should  be  ergonomically  designed  to  accommodate  employee  job  tasks. 
Ergonomic  evaluations  should  be  made  of  all  job  tasks  to  identify  any  repetitive  motion 
exposures.  An  evaluation  of  the  workstation  should  also  be  done  if  requested  by  the 
employee.  When  repetitive  motion  job  tasks  are  identified,  the  supervisor  should  attempt 
to  control  employee  exposure  to  this  hazard  through  implementing  possible  modifications 
in  workstation  design  or  changes  in  work  schedules.  Any  problem  an  employee  has  with 
their  workstation  should  be  reported  to  their  supervisor.  If  not  addressed  to  the 
satisfaction  of  the  employee,  the  employee  should  notify  the  Safety  and  Health  Director. 

All  supervisors  should  encourage  their  employees  to  take  a 10  - 15  minute  break  every 
two  hours  if  they  key  in  data  more  than  four  continuous  hours  per  day.  During  scheduled 
breaks  from  the  computer  terminal,  employees  should  perform  other  duties  related  to  their 
positions.  The  OSP  Employee  Video  Display  Terminal  Workstation  Handbook,  page  2, 
contains  additional  information. 


XVII.  PURCHASE  REVIEW  OF  EQUIPMENT 

Any  request  by  an  employee  for  equipment,  which  enhances  the  ergonomics  of  a 
workstation,  shall  be  reviewed  by  the  division  director  and  Safety  and  Health  Director. 
Every  attempt  will  be  made  to  satisfy  requests  for  such  equipment  within  the  limitations 
imposed  by  the  department  budget  and  purchasing  priorities.  The  employee  will  be 
notified  as  to  the  disposition  of  his  request. 
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XVIII.  EMERGENCY  EVACUATION  PLAN 


NOTE:  The  Emergency  Evacuation  Plan  in  this  section  applies  to  the  Archives  and 
History/State  Library  Building  and  employees  and  visitors  in  that  building.  Emergency 
Evacuation  Plans  will  be  established  and  approved  for  buildings  under  the  control  of  the 
DCR  and  will  be  filed  in  the  office  of  the  Safety  and  Health  Director  and  the  secretary  of 
the  department. 

Introduction 

It  may  be  necessary  to  evacuate  the  Archives  and  History/State  Library  building  during  an 
emergency.  Causes  for  evacuation  include  fire,  explosion,  bomb  threat,  flood,  toxic 
fumes,  electrical  failure,  or  structural  failure.  Each  employee  is  urged  to  become  familiar 
with  these  procedures  for  his  or  her  own  safety  and  protection.  Evacuation  shall  proceed 
as  rapidly  and  as  safely  as  possible  during  an  emergency. 

The  Archives  and  History/State  Library  building  normally  should  not  be  evacuated  during 
a severe  storm,  hurricane,  or  tornado. 

Purpose 

This  plan  is  developed  to  ensure  the  safety  and  well  being  of  building  occupants  during 
evacuation  resulting  from  natural  or  man-made  emergencies.  The  procedures  contained 
herein  describe  how  a rapid  and  orderly  evacuation  will  be  initiated  and  carried  out. 
Supervisors  and  employees  need  to  become  thoroughly  familiar  with  portions  of  this  plan 
affecting  them  The  emergency  evacuation  plan  is  not  optional. 

Organization 

The  Archives  and  History/State  Library  building  will  have  one  evacuation  coordinator  and 
an  assistant  evacuation  coordinator  to  ensure  that  one  person  is  physically  in  the  building 
at  all  times  Each  floor  will  have  at  least  three  floor  monitors,  who  will  ensure  all  areas 
arc  evacuated 
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Knowledge  of  the  Building 

All  employees  shall  become  familiar  with  the  physical  characteristics  of  the  building  to 
ensure  that  evacuations  are  efficient  and  orderly.  Evacuation  plans  for  each  floor  of  the 
Archives  and  History/State  Library  building  should  designate  the  following: 

a)  location  of  the  stairways 

b)  location  of  the  fire  alarm 

c)  location  of  the  fire  extinguishers 

d)  outside  collection  point 

Alarm  System 

The  Archives  and  History/State  Library  building  contains  a horn  tone  sounding  fire  alarm 
system.  The  alarm  is  activated  by  the  building  automatic  smoke  detection  system.  The 
alarm  may  also  be  activated  manually  by  using  the  wall  mounted  pull  activation  station 
located  on  the  third  floor  outside  room  315  (in  the  hall  corridor). 


Emergency  Evacuation  Procedures 

a.  Authority 

Any  employee  shall  pull  the  alarm  during  an  emergency  (except  in 
the  event  of  a bomb  threat)  and  report  immediately  to  the  first  floor 
lobby.  The  employee  shall  then  brief  the  emergency  evacuation 
coordinator. 

NOTE:  Only  the  emergency  evacuation  coordinator  shall  be 
authorized  to  initiate  building  evacuation  during  a training  exercise. 

b.  Evacuation  Routes 

In  the  event  an  alarm  is  sounded  or  verbal  order  is  given  to 
evacuate,  employees  and  other  persons  in  the  building  shall  be 
directed  to  proceed  calmly  and  quietly  through  the  corridors,  down 
the  stairways  and  exit  from  the  first  floor  or  basement. 

Evacuation  of  the  third,  second,  and  mezzanine  floors  shall  proceed 
as  follows:  l)third  floor  — on  the  Wilmington  Street  (west)  end  of 
the  building,  persons  in  the  Archives  area  and  Public  Affairs  Office 
shall  evacuate  using  the  stairs  at  that  end  of  the  building;  persons  in 
the  Secretary’s  Office,  Personnel  Office,  and  Administrative 
Services  shall  use  the  stairs  on  the  east  (Blount  Street)  side  of 
building.  2)  second  floor  --  persons  in  the  State  Archives  section 
and  State  Library  offices  will  use  the  stairs  on  the  Wilmington 
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Street  (west)  side  of  the  building;  persons  in  the  computer  center,  in 
Room  211,  and  in  the  former  Museum  of  History  area  will  use  the 
stairs  on  the  east  (Blount  Street)  end  of  the  building.  3)mezzanine  - 
- persons  in  the  State  Library  facilities  on  the  west  (Wilmington 
Street)  side  of  the  building  will  use  the  stairs  on  that  end;  any 
persons  on  the  mezzanine  on  the  east  side  will  use  stairs  on  that  end 
of  the  building.  Employees  on  the  first  floor  shall  also  exit  from  the 
first  floor.  Employees  and  persons  in  the  basement  shall  exit  from 
the  building  in  the  following  manner:  the  Archives  Research  Unit 
shall  exit  using  the  stairwell  leading  up  from  the  snack  bar  (east  end 
of  the  building);  State  Library  Technical  Services  employees  and 
Mail  Room  shall  exit  using  the  loading  dock;  and  Photo  Lab  and 
Archives  conservation  and  operations  employees  in  the  basement 
will  exit  through  the  rear  doors  of  the  building.  Employees  and 
persons  exiting  from  front,  rear,  and  loading  dock  exits  will 
immediately  proceed  to  the  central  collection  point  in  the  parking 
lot  across  from  the  front  of  the  building. 

NOTE:  Elevators  shall  not  be  used  as  a means  of  exit  during  an 
evacuation. 


Floor  plans  with  designated  evacuation  points  and  exits  will  be 
posted  on  each  floor  of  the  Archives  and  Histoiy/State  Library 
building. 


All  evacuations  shall  be  taken  seriously. 


c.  Evacuation  of  Employees  with  Disabilities 

Supervisors  will  maintain  and  constantly  update  an  accurate  list  of 
employees  who  would  require  special  evacuation  assistance  in  the 
event  of  an  emergency.  These  lists  will  be  communicated  on  a 
regular  basis  to  floor  monitors  who  will,  in  turn,  communicate  them 
to  the  emergency  evacuation  coordinator.  During  an  emergency, 
supervisors  will  make  an  effort  to  determine  if  any  visitors  found  in 
their  work  areas  also  need  special  evacuation  assistance.  This 
information  will  be  communicated  to  floor  monitors  as  soon  as 
possible.  It  should  also  be  understood  that  a disability  need  not  be 
permanent  but  could  be  temporary  (such  as  a broken  leg, 
pregnancy,  severe  sprains,  or  other  physical  conditions  that  might 
impair  safe  movement  by  means  of  stairs). 

During  an  evacuation,  all  employees  and  persons  with  disabilities 
will  be  directed  to  proceed  immediately  to  the  designated  stairway 
exits  and  wait  for  the  stairways  to  clear  before  entering  the  stairway 
corridors  Upon  stairway  clearance  from  the  floors  above,  all 
employees  with  disabilities  will  be  positioned  by  floor  monitors  on 
the  platforms  inside  the  stairway  corridors  on  each  floor  to  await 
assistance. 

Floor  monitors  on  each  floor  will  make  a count  of  persons  requiring 
special  evacuation  assistance  on  their  floors.  When  designated 
floor  monitors  have  descended  the  stairs  with  the  last  of  the 
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employees  and  persons  not  requiring  special  assistance  from  their 
respective  floors,  they  will  report  immediately  to  the  emergency 
evacuation  coordinator  and  available  fire  and  police  emergency 
personnel  on  those  employees  and  persons  requiring  special 
evacuation  aid.  Other  floor  monitors  will  remain  behind  with 
individuals  requiring  special  evacuation  assistance  (section  “f” 
below). 

Fire  and  police  emergency  personnel  will  be  immediately  summoned 
for  difficult  evacuations,  and  it  will  be  their  responsibility  to  oversee 
the  evacuation  of  disabled  employees  and  other  persons  requiring 
special  assistance.  Emergency  personnel  response  time  is  usually 
two  to  three  minutes.  Designated  floor  monitors  will  assist  fire  and 
police  emergency  personnel  in  these  evacuations,  indicating  the 
layout  of  the  building  and  the  location  of  persons  needing  special 
assistance,  and  accompanying  emergency  personnel  in  evacuation 
activities  as  requested. 

d.  Evacuation  Collection  Point 

Upon  evacuation,  employees  shall  proceed  to  the  central  collection 
point  which  is  the  parking  lot  across  from  the  front  of  the  building. 
After  assembly  at  the  collection  point,  employees  may  be  asked  to 
move  to  other  locations. 

e.  Supervisor  Functions 

Each  unit,  branch,  section,  and  division  level  supervisor  will 
maintain  an  up-to-date  listing  of  employees  working  in  his  or  her 
area  of  the  Archives  and  History/State  Library  Building.  Each 
division  director  may  permit  sections,  branches,  and/or  units  in  his 
or  her  agency  to  establish  on  the  appropriate  level  evacuation 
procedures  for  their  respective  work  areas.  All  evacuation 
procedures  will  be  approved  by  the  respective  division  directors, 
with  the  advice  and  consent  of  the  emergency  evacuation 
coordinator.  Employees  will  be  informed  of  these  procedures. 

Visitors  and  patrons  in  the  building  at  the  time  of  an  emergency 
evacuation  will  be  subject  to  these  procedures.  In  an  emergency 
evacuation,  supervisors  will  communicate  these  procedures  to 
visitors  and  patrons.  Since  floor  monitors  are  responsible  for 
evacuation  of  the  building’s  floors,  supervisors  will  communicate  all 
work  area  evacuation  procedures  to  the  floor  monitors  as  soon  as 
these  procedures  are  established  and  updated. 
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f.  Floor  Monitor  Functions 

There  shall  be  at  least  four  floor  monitors  for  each  floor  of  the 
Archives  and  History/State  Library  Building  (excluding  the 
basement,  see  below).  Floor  monitors  shall  assist  in  the  total 
evacuation  of  their  assigned  floors.  Two  floor  monitors  per  floor 
will  function  on  the  west  (Wilmington  Street)  side  of  the  building, 
and  two  floor  monitors  per  floor  will  function  on  the  east  (Blount 
Street)  side  of  the  building. 

Of  the  nineteen  total  floor  monitors  to  function  in  the  Archives  and 
History/State  Library  Building,  eight  will  be  recommended  to  the 
emergency  evacuation  coordinator  by  the  director  of  the  Division  of 
Archives  and  History,  eight  will  be  recommended  to  the  emergency 
evacuation  coordinator  by  the  director  of  the  Division  of  the  State 
Library,  two  will  be  recommended  to  the  emergency  evacuation 
coordinator  by  the  business  officer,  and  one  will  be  recommended 
to  the  emergency  evacuation  coordinator  by  the  deputy  secretary  of 
the  department.  The  emergency  evacuation  coordinator  will  name 
as  floor  monitors  those  individuals  who  have  been  recommended. 
The  emergency  evacuation  coordinator  will  work  with  supervisors 
making  recommendations  to  assure  that  floor  monitors  selected 
work  on  those  floors  to  which  they  are  assigned.  Supervisors 
making  recommendations  will  consult  with  managers  in  making 
their  selections.  Floor  monitors  will  serve  at  the  pleasure  of  the 
supervisors  recommending  them.  New  floor  monitors  may  be 
recommended  by  appropriate  supervisors  when  needed. 

Since  access  to  stack  areas  of  the  building  is  on  the  west  side  of  the 
building  (from  the  first,  mezzanine,  second,  and  third  floors),  one  of 
the  monitors  on  each  floor  on  the  Wilmington  Street  (west)  side  of 
the  building  (excluding  the  basement)  will  be  responsible  for 
securing  stack  levels  accessed  from  his  or  her  floor:  a monitor  from 
the  State  Library  first  floor  will  secure  the  first  floor  stack  areas 
accessed  from  that  floor,  a monitor  from  the  State  Library  will 
secure  stack  levels  four  and  five;  a monitor  from  the  mezzanine  on 
the  Wilmington  Street  side  of  the  building  will  secure  stack  areas  on 
the  mezzanine  level  (State  Library  stacks);  a monitor  from  Archives 
Search  Room  will  secure  the  second  and  3 A level  stack  areas;  and  a 
monitor  from  the  State  Archivist’s  Office  will  secure  the  3B  level 
stack  area  All  stack  monitors  should  have  keys  to  the  stairwell 
doors,  as  elevators  cannot  be  used. 

There  shall  be  three  floor  monitors  assigned  to  the  basement  areas 
who  will  function  in  the  following  manner:  one  floor  monitor  will 
be  responsible  for  the  Archives  Research  unit  and  Snack  Bar  areas; 
one  will  be  responsible  for  State  Library  Technical  Services 
personnel  and  Mail  Room  personnel,  and  the  third  monitor  will  be 
responsible  for  Archives  photo  lab  and  conservation  and  technical 
staff 
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One  floor  monitor  on  each  end  of  each  floor  of  the  building  (a  total 
of  two  per  floor)  will  ensure  that  persons  not  requiring  special 
evacuation  assistance  in  their  respective  floor  areas  successfully 
evacuate  when  an  emergency  evacuation  is  signaled.  The  other 
floor  monitor  on  each  end  of  each  floor  will  remain  with  any 
persons  requiring  special  assistance  to  evacuate.  (If  it  is  determined 
that  no  individuals  in  that  end  of  the  building  require  special 
evacuation  assistance,  the  designated  floor  monitor  may  continue 
with  functions  as  described  below).  After  determining  that  all 
persons  on  a floor  not  requiring  special  evacuation  assistance  have 
evacuated  or  begun  evacuation,  the  floor  monitor(s)  responsible 
shall  also  evacuate  and  report  immediately  to  the  emergency 
evacuation  coordinator  and  any  fire  and  police  emergency 
personnel,  who  will  normally  be  found  in  the  first  floor  lobby, 
unless  otherwise  indicated.  They  shall  also  report  on  the  number, 
condition,  and  location  of  those  persons  requiring  special 
emergency  evacuation  assistance. 


g.  Emergency  Evacuation  Coordinator  Functions 

The  Archives  and  History/State  Library  building  shall  have  one 
emergency  evacuation  coordinator  and  one  assistant  coordinator. 
The  emergency  evacuation  coordinator  shall  be  in  charge  of  the 
building  evacuation  process.  He  or  she  will  coordinate  in-house 
activities  during  evacuations  and  shall  assist  outside  services  as 
necessary.  This  person  shall  have  final  authority  to  give  notice  for 
building  re-entry.  He  or  she  shall  train  floor  monitors  on  their 
activities  and  shall  address  evacuation  problems  with  responsible 
parties.  The  coordinator  shall  also  maintain  a list  of  floor  monitors 
for  each  floor  of  the  Archives  and  History/State  Library  building. 
This  list  shall  be  posted  on  each  floor.  The  emergency  evacuation 
coordinator  shall  establish  an  evacuation  control  point  on  the 
ground  floor  to  coordinate  evacuation  activities. 

h.  Employee  Functions 

Employees  shall  evacuate  the  building  calmly  and  quietly  upon 
alarm  or  floor  monitors’  direction.  Employees  failing  to  abide  by 
directions  to  evacuate  the  building  shall  be  reported  to  their 
immediate  supervisor  and  will  be  subject  to  disciplinary  action. 

The  primary  concern  of  all  employees  shall  be  to  evacuate  the 
building  as  rapidly  and  orderly  as  possible.  Employees  need  not  be 
concerned  with  closing  windows  or  doors,  but  if  doors  are  closed 
for  security  purposes,  the  employee  closing  the  door  or  window 
shall  ensure  the  locked  area  is  accessible  to  fire  and  police 
personnel.  Employees  shall  allow  clear  passage  for  the  emergency 
evacuation  coordinator  and  floor  monitors. 
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Bomb  Threat  Procedures 


All  bomb  threats  shall  be  taken  seriously  and  prompt  action  taken  to 
ensure  occupants'  safety.  A bomb  threat  telephone  call  is  placed  with 
the  actual  intention  of  warning  building  occupants.  The  caller  wants 
and  expects  a response.  An  employee  receiving  such  a call  should 
NOT  panic.  Information  obtained  from  the  caller  is  very  important. 

The  following  instructions  should  be  followed  if  a bomb  threat  call  is 
received: 


1.  The  employee  receiving  such  a call  should  keep  the  caller  on  the 
line  as  long  as  possible,  have  the  caller  repeat  the  message,  ask  who 
is  calling,  and  make  written  notes. 

2.  The  employee  should  ask  for  information  about  the  type  of  bomb, 
where  it  is  located,  and  the  approximate  time  of  detonation.  The 
caller  will  normally  reveal  the  approximate  time  when  the  bomb  is 
set  to  detonate. 

3.  The  employee  should  inform  the  caller  that  many  innocent  people 
may  be  injured  or  killed  if  a bomb  is  detonated  in  the  building. 

4.  The  employee  should  listen  closely  to  the  voice  (male,  female), 
accents,  speech  impediments,  and  speech  patterns,  paying  attention 
to  background  noises  - traffic,  equipment,  background  music  - 
anything  that  might  give  a clue  as  to  the  location  from  which  the 
call  is  being  made. 

5.  The  employee  should  immediately  notify  his/her  supervisor  that  a 
bomb  threat  call  has  been  received.  After  notifying  the  supervisor, 
the  State  Capitol  Police,  at  733-4646,  should  be  notified. 

6.  The  employee  should  promptly  notify  the  Emergency  Evacuation 
Coordinator  or  one  of  the  people  on  the  designated  list.  If  the 
Emergency  Evacuation  Coordinator  is  not  available,  leave  no 
message,  but  go  immediately  to  the  next  person  on  the  list. 

The  list  is  as  follows: 

1 Sarah  Freeman  - Emergency  Evacuation  Coordinator  733-7847 

2 Bo  Henderson  - Assistant  Emergency  Evacuation  Coordinator 
715-4616 

3 Frank  Brown  - Comptroller  733-7847 

4 Jeff  Crow  - Director  of  Archives  and  History  733-7305 

5 Sandra  Cooper  - Director  of  State  Library  733-2570 
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One  of  these  five  (5)  people  will  decide  on  the  method  of  evacuation 
and  pull  the  alarm.  The  person  receiving  the  phone  call  should  go  to 
the  first  floor  lobby  to  meet  with  Capitol  Police  and  the  Emergency 
Evacuation  Coordinator  to  provide  all  available  information. 

7.  The  employee  should  complete  a Bomb  Threat  Report  Form 
(Appendix  K)  immediately. 

8.  Before  leaving  work  areas,  employees  should  visually  check  open 
areas  for  any  package  which  seems  suspicious.  Information  on 
such  packages  should  immediately  be  reported  to  the  Capitol  Police 
or  the  Emergency  Evacuation  Coordinator  in  the  first  floor  lobby. 
Employees  should  then  immediately  leave  the  building,  taking  ALL 
essential  belongings  with  them. 

9.  The  emergency  evacuation  procedures  as  outlined  in  Section 
XVIII,  pages  34-37  will  be  followed. 
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Severe  Weather  Procedures 


Normally,  the  Archives  and  History/State  Library  building  should  not 
be  evacuated  during  a severe  storm,  hurricane,  or  tornado. 

However,  since  the  Archives  and  History/State  Library  Building 
contains  a high  concentration  of  employees  and,  structurally,  possesses 
numerous  glass  windows,  extra  precaution  may  be  needed  during  a 
storm,  hurricane,  or  tornado  to  ensure  the  safety  of  employees.  In  the 
event  of  a serious  storm,  hurricane,  or  tornado,  the  emergency 
evacuation  coordinator  will  contact  the  floor  monitors  who  will  contact 
and  instruct  employees  on  safety  measures.  Employees  may  be  directed 
to: 

a.  Go  to  the  innermost  portions  of  their  floors. 

b.  Avoid  windows  and  glass  doorways. 

c.  Not  use  elevators  (the  power  could  go  off,  stranding  occupants). 

If  the  decision  is  made  to  evacuate  the  building,  normal  evacuation 
procedures  described  in  this  plan  will  apply. 

Supervisors  shall  encourage  employees  to  remain  calm  and  quiet  during 
an  emergency  (see  Tornado  Plan,  page  43). 

Employee  Training  and  Annual  Prills 

All  employees  shall  be  trained  in  emergency  evacuation  procedures.  A 
copy  of  the  Emergency  Evacuation  Plan  will  be  readily  accessible  to  all 
employees.  Each  employee's  supervisor  is  responsible  for  ensuring  that 
an  annual  review  of  emergency  evacuation  procedures  is  accomplished 
with  his  or  her  employees.  All  new  employees  will  receive  a review  of 
the  emergency  evacuation  procedures  during  the  first  week  of 
employment  from  their  immediate  supervisor.  Evacuation  procedures 
shall  include,  but  are  not  be  limited  to,  identification  of  exits  and 
collection  areas  and  location  and  use  of  alarms  and  fire  extinguishers  or 
fire  hoses. 

The  building's  Emergency  Evacuation  Coordinator  shall  be  responsible 
for  coordinating  with  local  emergency  services  personnel  to  ensure  that 
at  least  semi-annual  evacuation  drills  are  held  in  accordance  with 
established  procedures. 

The  Emergency  Evacuation  Coordinator  shall  communicate  with  floor 
monitors  at  least  quarterly  to  review  emergency  evacuation  procedures 
and  building  evacuation  needs. 
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The  Emergency  Evacuation  Coordinator  is  responsible  for  the  overall 
evacuation  of  personnel  from  the  Archives  & History/State  Library 
building.  The  Emergency  Evacuation  Coordinator  is  also  responsible 
for  a written  evaluation  of  each  evacuation.  This  evaluation  shall  be 
filed  and  open  for  review.  A plan  of  corrective  action  will  be  required 
to  correct  noted  areas  of  deficiency  observed  during  evacuations.  After 
deficiencies  have  been  corrected,  the  Emergency  Evacuation 
Coordinator  may  conduct  follow  up  on  drills  to  assess  corrective 
results. 


I 
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XIX.  DCR  TORNADO  PLAN 


I.  PURPOSE 

This  plan  provides  basic  instructions  for  employees  in  the  event  that 
a Tornado  "Watch"  or  "Warning"  is  issued  by  the  National  Weather 
Service  for  the  Raleigh  area. 


II.  GENERAL  INFORMATION 

A tornado,  in  this  geographical  area,  is  normally  spawned  by  severe 
thunderstorms.  Usually  hail  will  precede  the  thunderstorm. 
Tornadoes  are  formed  rapidly,  move  quickly,  and  follow  an  erratic 
path,  allowing  for  little  or  no  advance  warning. 


in.  TORNADO  ALERT  CATEGORIES 

A weather  monitor  located  with  the  State  Capitol  Police  will 

receive  and  issue  reports  from  the  National  Weather  Service.  The 

alerts  that  will  be  issued  are  as  follows: 

A.  "Watch  Bulletins"  - The  "Watch"  announcements  mean  that 
weather  conditions  exist  from  which  tornadoes  could  develop 
and  persons  should  use  caution  and  be  alert  to  further  weather 
statements. 

B.  "Warning  Bulletins"  - The  "Warning"  announcements  mean  that 
a tornado  sighting  is  confirmed  and  that  persons  in  the  area 
should  take  immediate  cover  for  protection  against  injury. 

c.  Upon  learning  of  a tornado  alert  the  Secretary's  Office 
will  notify  the  DCR  Safety  and  Health  Director  of  all  tornado 
alerts  applicable  to  the  Wake  County  area.  Tornado  Watch  and 
Warning  Bulletins  received  for  the  Raleigh  area  will  be  passed 
on  from  the  Secretary's  Office  to  all  DCR  divisions  and  offices 
affected  by  such  bulletins. 

IV.  TORNADO  ALERT  PROCEDURES 

A State  Capitol  Police  will  provide  tornado  spotters  whenever  a 
"Watch"  or  "Warning"  bulletin  is  announced  for  the  Raleigh 
area. 

B When  the  weather  monitor  issues  a "Tornado  Watch"  bulletin 
for  the  Raleigh  area,  the  Secretary's  Office  shall  immediately 
communicate  the  following  message  to  the  DCR  emergency 
evacuation  coordinator: 
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ATTENTION:  A TORNADO  "WATCH"  HAS  BEEN  ISSUED  FOR  THE 

Raleigh  area  from (time)  until 

(TIME).  PLEASE  REMAIN  ALERT  FOR  FURTHER  NOTICES. 

C.  When  the  weather  monitor  issues  a "Tornado  Warning"  bulletin 
for  the  Raleigh  area,  the  Secretary's  receptionist  shall 
communicate  the  following  message  to  the  DCR  emergency 
evacuation  coordinator: 

ATTENTION:  A TORNADO  "WARNING"  HAS  BEEN  ISSUED  FOR 

the  Raleigh  area  from (time)  until 

(TIME).  PLEASE  IMPLEMENT  THE  TORNADO  "WARNING" 
PLAN  AND  MOVE  TO  YOUR  DESIGNATED  TORNADO  SHELTER 
AREA. 

E.  Upon  receiving  notification  of  a Tornado  Warning,  the 
emergency  evacuation  coordinator  shall  notify  floor  monitors 
who  may  be  instructed  to  conduct  employees  to  designated  safe 
areas. 

V.  EMPLOYEE  ACTION 

In  a "Tornado  Warning"  employees  may  be  instructed  to  go  to 
designated  tornado  shelter  areas  or  seek  appropriate  shelter  as 
follows: 

1.  The  interior  hallway  on  a lower  floor  is  safest.  Upper  stories 
are  less  safe.  If  it  is  not  possible  to  descend  to  a lower  level,  a 
closet  or  small  room  with  stout  walls,  or  an  inside  hallway  will 
give  protection  against  flying  debris. 


DCR  Employees  in  exterior  offices  or  areas  exposed  to  glass 
are  to  move  to  adjacent  hallways  or  interior  offices.  Close 
all  doors  to  exterior  offices. 


ELEVATORS  SHOULD  NOT  BE  USED  when  a "Warning" 
bulletin  is  announced  because  of  possible  mechanical  failure. 

2.  If  outside,  shelter  should  be  sought  indoors  if  possible. 
Employees  should  move  away  from  a tornado's  path.  If  there  is 
no  time  to  escape,  employee  should  lie  down,  but  not  in  a ditch 
which  may  flood.  Cars  are  unsafe  as  shelter. 

At  the  end  of  the  "Warning"  period,  the  Secretary's  Office  shall 
communicate  the  following  announcement  to  the  emergency 
evacuation  coordinator  who  will  in  turn,  notify  staff:  "Attention: 
The  tomado/waming  has  ended.  Please  resume  normal 
activities.” 
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APPENDIX  B 


OSHA  RECORDKEEPING  - OCCUPATIONAL  INJURIES/ILLNESSES 

Basic  recordkeeping  concepts  and  guidelines  are  included  with  instructions  on  the  back  of  form  OSHA  No.  200.  The  following 

summarizes  the  major  recordkeeping  concepts  and  provides  additional  information  to  aid  in  keeping  records  accurately. 

1.  An  injury  or  illness  is  considered  work-related  if  it  results  from  an  event  or  exposure  in  the  work  environment  The  work 
environment  is  primarily  composed  of:  (1)  the  employer’s  premises,  and  (2)  other  locations  where  employees  are  engaged  in 
work-related  activities  or  are  present  as  a condition  of  their  employment  When  an  employee  is  off  the  employer’s  premises, 
work  relationship  must  be  established;  when  on  the  premises,  this  relationship  is  presumed.  The  employer’s  premises 
encompass  the  total  establishment  not  only  the  primary  work  facility,  but  also  such  areas  as  company  storage  facilities.  In 
addition  to  physical  locations,  equipment  or  materials  used  in  the  course  of  an  employee's  work  are  also  considered  part  of  the 
employee's  work  environment 

2.  All  work-related  fatalities  are  recordable. 

3.  All  work-related  illnesses  are  recordable. 

4.  All  work-related  injuries  are  recordable  if  they  require  treatment  or  involve  loss  of  consciousness,  restriction  of  work  motion,  or 


transfer  to  another  job. 

Recordable  and  Nonrecordable  Injuries: 

Each  case  is  distinguished  by  the  treatment  provided;  i.e.,  if  the  injury 
required  medical  treatment,  it  is  a recordable;  if  only  first  aid  was 
required,  it  is  not  recordable.  However,  medical  treatment  is  only  one 
of  several  criteria  for  determining  recordability.  Regardless  of 
treatment,  if  the  injury  involved  loss  of  consciousness,  restriction  of 
work  or  motion,  or  transfer  to  another  job,  the  injury  is  recordable. 
Medical  Treatment: 

The  following  are  generally  considered  medical  treatment  Work- 
related  injuries  for  which  this  type  of  treatment  was  provided  or 
should  have  been  provided  are  almost  always  recordable: 

• T reatment  of  IN FECTION 

• Application  of  ANTISEPTICS  during  second  or  subsequent  visit  to 
medical  personnel 

. Treatment  of  SECOND  OR  THIRD  DEGREE  BURN(S) 

• Application  of  SUTURES  (stitches) 

• Application  of  BUTTERFLY  ADHESIVE  DRESSINGfS)  OR 
STERI  STRIP(S)  in  lieu  of  sutures 

• Removal  of  FOREIGN  BODIES  EMBEDDED  IN  EYE 

• Removal  of  FORFilGN  BODIES  from  wound  If  procedure  is 
COMPLICATED  because  of  depth  of  embedment  size,  or  location 

• Use  of  PRFiSCRIPTlON  MEDICATIONS  (except  a single  dose 
administered  on  first  visit  for  minor  injury  or  discomfort) 

• Use  of  hot  or  cold  SOAKINO  THERAPY  during  second  or 
subsequent  visit  to  medical  personnel 

• Application  of  hot  or  cold  COMPRF.SS(ES)  during  second  or 
subsequent  visit  to  medical  personnel 

• CUTTTNO  AWAY  DEAD  SKIN  (surgical  debridement) 

• Application  of  HEAT  THF.RAPY  during  second  or  subsequent  visit 
to  medical  personnel 

• Us*  of  WHIRLPOOL  BATH  THERAPY  during  second  or 
subsequent  visit  to  medical  personnel 

• POSITIVE  X-RAY  DIAONOSIS  (fractures,  broken  bones,  etc.) 

• ADMISSION  TO  A HDCRTTAL  or  equivalent  medical  facility  for 
treatment 


• First  Aid  Treatment: 

• The  following  are  generally  considered  first  aid  treatment  (e.g.,  one- 
time treatment  and  subsequent  observation  of  minor  injuries)  and 
should  not  be  recorded  if  the  work-related  injury  does  not  involve 
loss  of  consciousness,  restriction  of  work  or  motion,  or  transfer  to 
another  job: 

• Application  of  ANTISEPTICS  during  first  visit  to  medical  personnel 

. Treatment  of  FIRST  DEGREE  BURN(S) 

• Application  of  BANDAGE(S)  during  any  visit  to  medial  personnel 

• Use  of  ELASTIC  BANDAGE(S)  during  first  visit  to  medical 
personnel 

. Removal  of  FOREIGN  BODIES  NOT  EMBEDDED  IN  EYE  if 
only  irrigation  is  required 

• Removal  of  FOREIGN  BODIES  from  wound,  if  procedure  is 
UNCOMPLICATED,  and  is,  for  example,  by  tweezers  or  other 
simple  technique 

. Use  of  NON  PRESCRIPTION  MEDICATION  AND  administration 
of  single  dose  of  PRESCRIPTION  MEDICATIONS  on  first  visit  for 
minor  injury  or  discomfort 

• SOAKING  THERAPY  on  initial  visit  to  medical  personnel  or 
removal  or  bandages  by  SOAKING 

• Application  of  hot  or  cold  COMPRESS(ES)  during  first  visit  to 
medical  personnel 

• Application  of  OINTMENTS  to  abrasions  to  prevent  drying  or 
cracking 

• Application  of  HEAT  THERAPY  during  first  visit  to  medical 
personnel 

. Uie  of  WHIRLPOOL  BATH  THERAPY  during  first  visit  to 
medical  personnel 

• NEGATIVE  X-RAY  DIAGNOSIS 

• OBSERVATION  of  injury  during  •visit  to  medical  personnel 

• The  following  procedure,  by  itself  is  not  considered  medical 
treatment: 

• Administration  to  TET ANUS  SHOT(S)  or  BOOSTER(S).  However, 
these  shots  arc  often  given  in  conjunction  with  the  more  serious 
injuries  Consequently,  injuries  requiring  tetanus  shots  may  be 
recordable  for  oilier  reasons. 


Reminder:  Work-related  injuries  requiring  only 
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OSHA  LOG  200 


Because  this  form  is  of  a size  that  requires  reducing,  (reducing  it  renders  it  un-readable)  it  is  not 
being  included  in  this  section.  However,  a copy  of  an  ordering  form  is  being  provided  for  your 
convenience  in  obtaining  one  for  your  records. 


North  Carolina  Department  of  Labor 
Research  and  Statistics  Division 
4 West  Edenton  Street 
Raleigh,  North  Carolina  27601 

Telephone  (919)  733-4940 


FROM:  Name  

Firm  

Address  

City,  State,  Zip  

Please  send  me  the  following  items  at  no  charge: 

(Indicate  number  in  the  blank  provided) 

Log  and  Summary  of  Occupational  Injuries  and  Illnesses  (OSHA  No.  200) 

Supplementary  Record  of  Occupational  Injuries  and  Illnesses  (OSHA  No.  101) 

Recordkeeping  Guidelines  for  Occupational  Injuries  and  Illnesses 

Poster:  Safety  and  Health  Protection  on  the  Job 

Other  (please  specify) 


1.4.1906 

Printed  10/81,  300:  2/82,  300:  10/84 
300:  10/85,  2M:  2/87,  3M:  8/87,  5M: 
4/88,  3M:  11/90,  3M:  11/92.  5M 


*FAV=FIRST  AID  VISIT  RTW=RETURN  TO  WORK  DV=DOCTOR  VISIT  LTA=LOST  TIME  ACCIDENT 
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APPENDIX  D 


EXPOSURE  INCIDENT  REPORT 
FOR  BLOOD  OR  OTHER  POTENTIALLY 
INFECTIOUS  MATERIALS 


FORM  400 


Employee Department 

Supervisor Date  of  Incident Time  of  Incident 

Description  of  Incident  and  Procedure  Being  Performed: 


Nature  of  Exposure  (parenteral,  non-intact  skin,  mucous  membrane): 


Engineering  Controls  in  Place  at  Time  of  Incident: 


Work  Practice  Controls  in  Use: 


PPE  Being  Used: 

Policy  or  Exposure  Control  Failures  Involved  in  Incidents: 


Employcc/Dcpartmcnt  Response  to  Incident: 


Recommendations  for  Corrective  Measures: 


Health  and  Safety  Office 


Date 


APPENDIX  E 


Form  450 


Incident/Emergency  Evacuation  Log 


All  BUimiNGEVAajATmWIIiBEIXXIJMENrrEDBYTOE  SAFETY  AND  HEALTHDIRECK^S. 


ft 


Site 


DATE 

TIME 

REPORTED  BY 

LOCATION  * ACTION  TAKEN 

DAMAGE 

COMMENTS 

g 

~~  i 

i 

7 

1 

APPENDIX  F 


Job  Safety  & Health  Analysis  Form 
Instructions 


FORM  500 


A Job  Safety  and  Health  Analysis  (JSHA)  is  a preventive  tool  that  identifies  the  hazards  and  either 
eliminates  or  minimize  them  before  the  job  is  performed.  Use  your  JSHA  for  hazard  awareness  and  job 
clarification,  and  during  all  aspects  of  training  including  new  employee  training,  refresher  training,  and  for 
retraining  senior  employees.  JSHA  can  also  be  used  as  a tool  for  investigating  accidents,  and  notifying 
employees  of  specific  job  hazards  and  protective  measures  associated  with  a particular  job.  JSHA's  should 
be  performed  on  all  existing  and  new  jobs  and  those  with  a history  of  related  disabling  injuries,  or  with 
increased  potential  for  causing  disabling  or  fatal  injuries.  A JSHA  contains  three  parts:  Basic  Job  Steps, 
Potential  Hazards,  and  Recommended  Procedure  or  Actions. 


L SEQUENCE  OF  BASIC 
JOB  STEPS 

LL  POTENTIAL  HAZARD 

HI  PROPOSED  ACTION  OR 
PROCEDURES 

Jobs  should  be  broken  down 
into  steps. 

A.  To  complete  a JSHA  effectively,  the 
identification  of  all  potential  and 
existing  hazards  must  be  recorded. 

It  is  important  to  distinguish  the 
difference  between  a hazard,  an 
accident  or  an  injury. 

A.  By  referring  to  the  first  two  columns  as  a 
guide,  determine  what  actions  are  desired  to 
eliminate  or  reduce  the  hazards  that  could 
result  in  an  accident,  injury  or  occupational 
illness. 

A.  Each  step  should 

accomplish  some  major 
task. 

B.  Definitions: 

1 . Hazard  - is  a potental  danger. 

2.  Accident  - is  an  unexpected 
action  that  may  result  in  an 
injury,  loss  or  damage. 

3.  Injury  - is  the  result  following 
an  accident. 

B.  Some  desired  actions  that  can  be  taken  will 

include: 

a.  Engineering  the  hazards  out. 

b.  Personal  protective  equipment. 

c.  Job  training. 

d.  Good  ergonomic  design  (positioning  the 
person  in  relationship  to  the  machine  or 
other  elements  in  the  environment,  to 
reduce  or  eliminate  stress  or  strain). 

B.  Study  the  first 
procedure  used  to 
perform  a task  and 
determine  the  next 
logical  step(s)  to  be 
taken. 

C.  Identify  all  hazards  associated  with 
each  step  that  could  lead  to  an 
accident. 

1 . Examine  each  step  in  a way  to 
find  and  identify: 

a.  Hazards 

b.  Actions 

c.  Conditions  & Possibilities 

C.  List  proposed  safe  operating  procedures  on 
this  form,  along  with  the  required  or 
proposed  personal  protection  equipment  for 
each  step  of  the  job. 

C.  How  does  each  action 
break  down  to  form  this 
task? 

D.  Don’t  overlook  obvious  hazards. 

a.  Look  at  entire 
environment. 

b.  Locate  any  possible 
hazards  that  might  exist. 

D.  Clearly  state  exactly  what  needs  to  be  done 
to  correct  the  hazards.  Avoid  any  general 
statements. 

D.  Make  sure  all  job  steps 
are  listed,  even  though 
some  steps  may  not  be 
done  each  time,  they 
should  still  be  listed 
and  analyzed. 

E.  Make  sure  all  health  hazards  are 
listed.  (Including  hazards  that  are 
not  immediately  harmful)  i.e. 
exposure  to  chemical  solvents  and 
dust  over  a long  period  of  time. 

E.  State  proposed  actions  or  procedures  for  each 
hazard. 

F.  List  all  HAZARDS  since  they  can 
lead  to  accidents,  injuries  and 
occupational  illness. 

F.  If  a specific  hazard  is  a serious  one,  it  should 
be  corrected  immediately.  Your  JSHA  should 
be  updated  any  time  changes  are  made  to  the 
job. 

JOB  SAFETY  AND  HEALTH  ANALYSIS  FORM 


Job  Title:  (Number  if  Applicable 

Dale:  New: 

Job  Safety  and  Health  Analysis 

Revised 

Page  of  JSHANO. 

Instructions  on  Back: 

Job  Title  of  Person  Who  Does  Job: 

Supervisor 

Company/Organization: 

Plant/Location: 

Department: 

Analysis  By: 

Required  and/or  Proposed  Personal  Protection  Equipment: 

Reviewed  By: 

Approved  By: 

Breakdown  of  Basic  Job  Steps 

Potential  Hazards 

Proposed  Actions  or  Procedures 

APPENDIX  G 


FORM  550 


DCR  OFFICE  SAFETY  INSPECTION  CHECKLIST 


DEPARTMENT: 


DIVISION: 


DATE  OF  INSPECTION: 


ADDRESS/LOCATION 

crrY: 


ROOM  #(S) 


During  the  inspection  of  the  designated  area,  circle  the  correct  ; 
question.  If  the  question  does  not  apply,  circle  (NA). 

answer 

at  the  end 

BASIC  LIFE  SAFETY  FINDING 

(CIRCLE  ONE) 

1 . Is  the  Fire  Emergency  plan  posted? 

Yes 

NO 

NA 

2.  Are  corridors  and  exits  free  from  obstructions? 

yes 

NO 

NA 

3.  Are  exit  signs  illuminated  and  visible? 

YES 

NO 

NA 

4.  Are  emergency  instructions  and  telephone  numbers 
posted  next  to  telephone? 

YES 

NO 

NA 

5.  Are  fire  extinguishers  easily  accessible,  checked 
monthly,  and  operational? 

YES 

NO 

NA 

6.  Is  housekeeping  satisfactory?  (comment  on  area 

General  office  safety 

YES 

NO 

NA 

7.  Are  aisles,  doorways  and  comers  free  of  obstructions 
to  permit  visibility  and  movement? 

YES 

NO 

NA 

8.  Arc  chairs  in  safe  condition  and  arc  casters,  rungs 
and  legs  sturdy? 

YES 

NO 

NA 

9.  Arc  all  equipment  and  supplies  in  their  proper 
places? 

YES 

NO 

NA 

10.  Arc  machines  that  "creep"  secured  away  from  table 
edges? 

YES 

NO 

NA 

1 1 . Arc  filing  cabinets  and  other  heavy  equipment  placed 
against  the  wall  or  columns  and  secured  to  the  floor, 
wall,  or  cabinets? 

YES 

NO 

NA 

12.  Arc  carts,  dollies,  etc.  available  for  use  in 
transporting  heavy  objects  and  boxes? 

YES 

NO 

NA 

APPENDIX  G (continued) 


FORM  550 


TRIPPING/FALLING 


13.  Are  floor  surfaces  secure  and  free  of  hazards  or 
posted  "wet  floor"  if  wet? 

YES 

NO 

NA 

14.  Are  carpeted  areas  clean,  carpets  secured  to  floor  and 
free  of  worn  or  frayed  seams? 

YES 

NO 

NA 

15.  Is  a step  stool  or  ladder  available  to  minimize  the 
temptation  to  use  chairs  for  reaching  high  objects? 

YES 

NO 

NA 

ELECTRICAL 

16.  Are  all  electrical  appliances  and  equipment  properly 
grounded  or  double  insulated? 

YES 

NO 

NA 

17.  Is  all  electrical  equipment  in  proper  working  order? 

YES 

NO 

NA 

18.  Are  phone  and  computer  cords  taped  to  the  floor  or 
secured  under  desk  or  along  baseboards  to  avoid 
creating  a tripping  hazard? 

YES 

NO 

NA 

19.  Are  permanent  use  cords  covered  by  runners  when 
crossing  walk-ways? 

YES 

NO 

NA 

20.  Are  electrical  circuit  breaker  panels  clear  of 
obstruction  by  three  feet? 

YES 

NO 

NA 

2 1 . Are  first  aid  kits  provided  and  contents  maintained? 

YES 

NO 

NA 

COMMENTS: 


INSPECTION  TEAM: 

DATE 

SAFETY  DIRECTOR: 

DATE 

SAFETY  COMMITTEE  REP: 

DATE 

DEPARTMENT  OF  CULTURAL  RESOURCES 

WORKSITE 

SAFETY  INSPECTION  CHECKLIST 


Form  600 


Facility  Visited  Date  

Name  of  supervisor  contacted  

Escort  (if  other  than  supervisor)  

This  visit  is  intended  to  assist  your  facility  in  detecting  unsafe  conditions  and  work 
practices.  It  is  hoped  this  effort  will  promote  safe  working  habits  and  conditions  for 
state  employees  and  produce  a safe  environment  for  the  visiting  public. 

Items  which  are  checked  NO  require  that  a comment  be  made  by  the  committee 
member  in  the  remarks  section.  Overall  comments  are  on  page  4. 

1.  ADMINISTRATION 


ITEM 

YES 

NO 

N/A 

A.  Is  a copy  of  the  Departmental  S&H  policy  available? 

B.  Are  Workers'  Comp  reports  submitted  in  time  required? 

C.  Are  required  S&H  items  displayed  on  the  bulletin  board? 

2.  PUBLIC  AREAS 


ITEM 

YES 

NO 

N/A 

A Accessible  by  handicapped 

B Restrooms  clearly  identified  and  equipped 

C Areas  accessible  to  public  clear  of  obstructions/hazards 

Housekeeping 

D Aisles,  stairs,  and  floors  clear  of  obstructions 

E Storage  and  piling  of  materials  within  guidelines 

F Waste  disposal  in  accordance  with  safe  practices 

REMARKS 


3. 


FIRE  PREVENTION 


ITEM 

YES 

NO 

N/A 

A.  Fire  exits  clear  of  obstructions 

B.  Fire  exits  properly  marked/lighted 

C.  Fire  extinguishers  available 

D.  Staff  familiar  with  operation  of  extinguishers 

4.  PERSONAL  PROTECTIVE  EQUIPMENT 


ITEM 

YES 

NO 

N/A 

A.  Goggles  or  face  shields 

B.  Safety  Shoes 

C.  Hearing  Protection 

D.  Dust  Masks 

E.  Gloves 

F.  Safety  Glasses 

G.  Are  the  above  items  properly  used  by  staff  members? 

REMARKS: 


5. 


HAZARDOUS  EQUIPMENT/MATERIALS 


ITEM 

YES 

NO 

N/A 

A.  Acids,  chemicals,  solvents,  and  caustic  materials  stored  in 
proper  storage  facilities/containers 

B.  Acids,  chemicals,  solvents  and  caustic  material  storage  areas 
properly  labeled 

C.  Explosives  stored  in  proper  storage  facilities  and  properly 
labeled 

D.  Are  areas  where  hazardous  materials  used  properly  ventilated? 

E.  Is  emergency  equipment  (eye  wash,  fire  blankets,  emergency 
showers,  etc.  available? 

F.  Are  operating  instructions,  including  safety  precautions, 
available  for  electrical/mechanical  equipment? 

G.  Are  Material  Safety  Data  Sheets  available  to  all  employees? 

REMARKS: 

• 

Assistance  Visit  Conducted  by: 


Distribution: 


Facility  Manager 
Committee  Chairman 


Cultural  Resources  Safety  Committee 
Cultural  Resources  Safety  Officer 


APPENDIX  I 


FORM  650 


TRAINING  DOCUMENTATION 

AGENCY  NAME: 

DATE: 

LOCATION: 

SUBJECT: 

INSTRUCTOR: 

(SIGNATURE)  " 

COURSE  CONTENT/OUTLINE 


EMPLOYEE  IN  ATTENDANCE: 
NAME  (Pleas*  Print) 

SIGNATURE 

SS  NO. 

APPENDIX  J 


FORM  700 


DCR  EMPLOYEE  RISK  CONTROL  SERVICES  DIVISION 
PRESENTER  EVALUATION 


COURSE  TITLE: 

DATE: 

SPONSOR: 

Purpose:  Each  participant  in  a workshop  conducted  by  DCR  Employee  Safety  & 
Health  Division  is  requested  to  complete  an  evaluation  reflecting  reaction  to  the 
workshop.  The  information  and  judgments  supplied  by  participants  enable  the 
program  administrators  to:  1)  Monitor  the  quality  and  relevance  of  instruction  and  2) 
to  make  changes  in  instructors  and/or  workshop  design  and  instruction  if  needed. 

I.  Course  Objectives:  Please  review  the  course  objectives  as  described  by  the 
instructor(s),  complete  the  following  statements.  Circle  your  ratings. 

A.  To  what  extent  were  the  objectives  accomplished? 

1 2 3 4 5 6 7 

Not  at  all  To  a great  extent 

Please  list  any  specific  objectives  you  would  rate  as  not  accomplished  well  (1,2, or 
3 rating)  and  explain. 


B.  To  what  extent  are  the  course  objectives  relevant  to  your  management 
development  needs? 

1 2 3 4 5 6 7 

Not  at  all  To  a great  extent 

Please  list  any  objectives  that  you  do  not  consider  relevant: 


H.  Instructor(s)  Performance:  Consider  indicators  of  instructor  competence  in  the 
content,  apparent  preparation,  quality  of  presentations,  effective  use  of  teaching 
methods,  and  organizing  and  directing  learning  activities. 

A.  Effectiveness  of  Instructor:  Rate  each  instructor  on  a scale  of  1-7,  where  7 = 
highest  quality  and  1=  very  poor  quality. 

Name:  Overall  Ratine 

1 2 3 4 5 6 7 


B.  Comments:  Please  explain  any  rating  of  4 or  below  on  instructor 

performance. 


III.  Course  Design:  Consider  effectiveness  of  readings  and  materials,  sequence  and 

length  of  activities,  assignment,  exercises,  discussions,  etc. 

1 2 3 4 5 6 7 

Notatall  Highlyeffective 

effective 

A.  Comments:  Please  explain  any  rating  of  4 or  below  on  course  design. 


IV.  Value  of  the  Course:  Please  rate  the  following  aspects  of  course  value  to  you. 

A.  To  what  extent  will  you  he  able  to  use  in  your  current  job  or  in  the  future 
what  you  learned  in  the  course: 

1 2 3 4 5 6 7 

Notatall  Toagreatextent 

It.  To  what  extent  did  the  course  deal  with  what  you  expected  from  the  course: 
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C To  what  extent  have  you  improved  your  knowledge  and  skills  in  the  course 
content : 

1 2 3 4 5 6 7 

Not  at  all  To  a great  extent 

D.  Overall  Rating  (the  extent  to  which  value  gained  from  the  course  justified 
your  time  and  effort  expended): 

1 2 3 4 5 6 7 

Not  worthwhile  Very  worthwhile 

V.  Recommended  Actions  for  Course  Improvement: 


VI.  List  other  training  topics  that  you  would  like  to  have  in  future  workshops: 


appendix  k 


BOMB  THREAT  REPORT  FORM 


Name  of  operator,  or  person  receving  call 

Date  of  call Time [ ] pm  [ ] am 


Probable  origin  of  call:  Local 
Identity  of  Caller: 

Long  Distance  Phone  Booth 

Internal 

VOICE 

[ ] Loud  [ ] Soft 

SPEECH 

] High  [ ] Deep 

[ ] Fast 

[ ] Slow 

] Pleasant 

] Distinct 

[ 3 Raspy 

[ ] Intoxicated  [ ] Other 

ACCENT 

3 Distorted 
[ 3 Stutter 

[ ] Nasal 

[ ] Local  [ ] Foreign 

LANGUAGE 

[ ] Racial  [ ] 

[ ] Good 

□ Poor 

Regional 
[ ] Type 

[ 3 Foul 

[ ] Other 

BACKGROUND  NOISE 

MANNER 

[ ] Office  Machines 

[ ] Calm 

] Factory  Machines 

3 Rational 

[ ] Animals 

[ 3 Irrational 

[ ] Airplanes 

3 Coherent 

[ ] Voices 

3 Deliberate 

[ ] Music 

[ 3 Emotional 

[ ] Trains 

] Righteous 

[ j Street  Traffic 

] Nervous  Laugh 

[ 3 Time 

[ ] Angry 

[ ] Other 

Who  did  you  inform  about  the  call? 

If  caller  seemed  familiar  with  our  building,  indicate 
As  well  as  you  can,  write  what  the  caller  said. 


NOTE  A copy  of  this  report  shall  be  given  to  the  employee's  supervisor  and  to  the 
Emergency  Evacuation  Coordinator. 


. 


■ 


